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EXERCISE 37 
NOW 


The venerable past--is past: 
*Tis dark, and shines not in the ray; 
°*Twas good, no doubt--’tis gone at last-- 
There dawns another day. 
Why should we sit where ivies creep 
And shroud ourselves’ in charnels deep? 
Or the world’s yesterdays deplore, 
*Mid crumbling ruin’s mossy hoar? 48 


Why should we see with dead men’s eyes, 
Looking at Was from morn to night, 

When the beauteous Now, the divine To Be, 
Woo with their charms our living sight? 

Why should we hear but echoes dull, 

When the world of sound, so beautiful, 
Will give us music of our own? 

Why / in the darkness should we grope, 

When the sun, in heaven’s resplendent cope, 
Shines as bright as ever it shone? 72 


The present needs us. Every age 
Bequeaths the next for heritage; 
No lazy luxury or delight, 

But strenuous labor for the right; 
For Now, the child and sire of Time, 
Demands the deeds of earnest men 

To make it better than the past, 

And stretch the circle of its ken. 
Now is a fact that men deplore. 
Though it might bless them evermore, 
Would they but fashion it aright; 
°Tis ever new, ’tis ever bright. 75 


Time, nor Eternity hath seen / 
A repetition of delight 
Invall-its phases; ne’er hath been 
For men or angels that which is; 
And that which is hath ceased to be 
Ere we have breathed it, and its place 
Is lost in the Eternity, 
But Now is ever good and fair, 
Of the Infinitude the heir, 
And we-of it. So let us live 
That from the Past we may receive 
Light for the Now--for Now | a joy 
That Fate nor Time shall e’er destroy. 86—281 
--Charles Mackay. 


Copyright 1922, by The Practical Text Book Company. 
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PAP Re Eros 


I WILL BE WORTHY OF IT 


I may not reach the heights I seek, 
My untried strength may fail me; 
Or, half way up the mountain peak, 
Fierce tempests may assail me, 
But though that place I never gain, 
Herein lies comfort for my pain-- 
I will be worthy of it. 45 


I may not triumph in success, 
Despite my earnest labor; 
I may not grasp results that bless 
The efforts of my neighbor. 
But though my goal I never see, 
This thought shall always dwell with me: 
iowill. be worthy. of sit. 542 


They polden silory of. dave? s ight 
May never fall on my way; 
My / path may always lead through night, 
Like some deserted byway. 
But though life’s dearest joy I miss, 
There lies a nameless joy in this: 
I will be worthy of it. 43—130 


MER Cabos Boal é 


HIS BEST WORK 


It is very common for young men, I think, to determine the quality 
of their work by the price they are paid for it. I only get, says such 
a one, five dollars a week, and I am sure that I am giving five dol- 
lars’ worth of service; if my employer wants better, let him give bet- 
ter wages. 

This is specious reasoning, but it is false; and it is destructive 
to the best work, and therefore to the best manhood. No man can afford 
to do anything less well than his best. He who always strives to do 
his best / work, in the very process of striving, will grow better and 
better. Not only will he grow more skillful in that particular work- 
manship, but he will be better equipped for other workmanship. This 
is an absolute universal law: it is the absolutely universal road to 
promotion. 

The man who is careful to give nothing more than he gets, rarely 
gets more than he gives. The man who works for his own sake, who puts 
the best part of himself into every blow that he strikes, who mixes all 
his work with brain and conscience, who studies to render the largest / 
possible service regardless of the compensation which it brings, will 
find his way on and up. The world learns his worth and calls him to 
higher service.--Lyman Abbott, D. D. 227 
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EXER Sirs 


QUALIFICATIONS FOR SUCCESS—CONTINUED 


By and by he will turn over some unimportant letters to be an- 
Swered by yourself, giving you only some general directions. This is 
your golden opportunity. Gradually, you will find more and more let- 
ters handed to you, and eventually you will yourself conduct the en- 
tire correspondence, which constantly grows until you find it neces- 
sary to employ an assistant, and will dictate instead of being dic- 
tated to; and thus you go on and on until your name hangs over the 
door. If your employer is what is “caliled’a “*crank,’’ consider your- 
self lucky. Give me a crank every time. Of course / there are 
cranks, and cranks--some of them intolerable. That is not the kind 
of a crank I mean, but rather a man who is exceedingly fastidious in 
his tastes; has certain set ideas about how things should be done, and 
sticks to them; who is very exacting in his demands; possessed of a 
disagreeable and repulsive manner, which he cannot help, and which it 
will pay you to humor. Anybody can get along with an easy-going man, 
but cranks are cranky. They are hard to tolerate--but it pays. Get 
on the right side of them and you / are all right. They know they are 
hard to please, but when you do please them they will pay you more 
than anybody else rather than let you go. 229 


EXERCISE 34 


QUALIFICATIONS "OR SuCCESS—CONCLUDED 


To the young ladies studying shorthand, I may say that there is 
lots of room for you in business. The prejudice that formerly existed 
against the employment of female labor has been dispelled, and the de- 
mand for male and female stenographers is now about equal. 

Such of you as intend to enter commercial houses must prepare 
yourselves for difficulties and annoyances at the beginning which will 
not be experienced by your / brothers who are accustomed to the rougher 
side of man’s nature. You will have to accustom yourself to the dif- 
ference between social and commercial etiaguette. It will go hard with 
you at first to be criticised and censured, but you must expect when 
you undertake a man’s work to do it in a man’s way. You must remember 
that business men have no time for conventionalities. Be punctual; 
absent only when absolutely necessary. During business hours do not 
be afraid of work. Do not make believe you are working when you have 
nothing to do. Do not watch the clock. / Treat the other clerks with 
civility and politeness, but with dignity and reserve. Thus you will 
retain your self-respect, gain the respect of your fellow employees 
and the good will and appreciation of your employers.--J. F. McClain, 
New York City. 206—1765 
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EXERCISES! 


QUALIFICATIONS FOR SUCCESS—CON’rINUED 


The machine is so simple in construction as to be operated almost 
at sight, but to obtain the best results from it, it requires the out- 
lay of considerable time and patience. And of what value is your: 
shorthand skill without the ability to make a neat and speedy trans- 
cript on the typewriter? It is not your shorthand notes to which the 
Signature of your employer is attached. The point from which he judges. 
you, and from which his correspondents judge him, is your transcript. 
And still there are hundreds of stenographers in New York, of absolute 
accuracy in shorthand, whose / typewriter work is a disgrace to them- 
selves and their employers; and why? Because they have never been 
taught how to handle a machine properly. You will do well to take in 
all the instruction afforded you, for the coming operator must be not 
only a writer, but’ a machinist. Typewriting is rapidly increasing in 
popularity, and the public are becoming more and more critical in their 
demands for perfect work. Employers now know the difference between 
careful and careless operating, and that ‘‘horrid’’ machine is no 
longer an excuse for slovenly work. My remarks in regard to the com- 
parative merits / of speed and accuracy in shorthand hold good also in 
typewriting. Write nothing faster than you can write it neatly and 
correctly. Remember that you can write from ten to twenty words in 
the time necessary*to correct one error. 240 


EXERCISES? 


QUALIFICATIONS FOR SUCCESS—CiONTINUED 


When you come to seek employment don’t be too hard to please. 
Don’t complain if asked to do work outside of your own line. On the 
other hand, seek such opportunities. Get a general insight into all 
the details of the business. Make yourself generally useful. Relieve 
your employer of as much detail as possible. Ascertain what part of 
his work is most irksome to him, and try to / relieve him of it. If 
it is difficult,, all the better. Seek difficulties. Take pleasure in 
mastering them. ._ The very fact of the work being difficult will give 
you an opportunity to show your ability, and make yourself valuable, 
and eventually indispensable. JI cannot understand how young men pos- 
sessed of thesintelligence necessary to learn shorthand can allow them- 
selves to get into the **machine’’ rut. Some seem to have no ambition 
beyond that of stenography. Others have the ambition to do something 
better, but do not know how to go about it. I can tell you one way to 
do / it. Start in with the determination to do well everything you 
undertake. Hand in your betters to your employer so carefully, neatly 
and correctly written that there will not be the slightest occasion 
for alteration. This may go on for six months or a year before it is 
appreciated, but it will come in time. You will soon find that he 
signs your letters without reading them over. The next move will be 
+o dictate all his letters to you, and then go home leaving you to sign 
them. This is the highest compliment an employer can pay his stenog- 


rapher. 269 
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EXEREGISE?29 


QUALIFICATIONS FOR SuccEssS—CONTINUED 


My experience has been that in order / to make an intelligent 
transcript of anything written in shorthand, the matter must be in- 
telligently heard and intelligently written. The mind must be concen- 
trated on the subject under discussion, so that you know when you are 
through writing, without reference to your. notes, the gisteoteawias. 
has been said; and then, when you come to transcribe, even if you do 
occasionally encounter an undecipherable outline (and=the best of 
Stenographers sometimes do), your knowledge of the idea that is desired 
to be conveyed will enable you to substitute a word that will answer 
the purpose. It is impossible and / unnecessary to burden the mind 
with the exact expressions. All you need is the theme. The stenog- 
rapher who possesses this ability, even though he write but one hundred 
words per minute, is much more valuable than a one hundred and fifty 
words per minute man without it. What the former man has got he has 
got, and he knows what it means, and when he hands in his letter he 
knows it is right; whereas, the other man may be right and he may be 
wrong; he doesn’t know which. 197 
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QUALIFICATIONS FOR SuCCESS—CONTINUED 


By far too much attention is paid nowadays to the / cultivation 
of speed at the expense of accuracy. Speed is a very desirable qual- 
ity, but not nearly so indispensable as well-doing. Cultivate the 
habit of intelligent writing, and speed will be acquired unconsciously. 
if your dictator is going too fast, ask him to ease up. If his idea 
is not clear to you, ask an explanation. If you come.across a diffi- 
cult outline, make an inquiry. You will appear much less stupid by 
asking questions than by taking chances on making senseless errors, 
thus not only incurring the displeasure of your employer, but detaining 
him, perhaps while you rewrite / a long letter or contract. Shorthand 
outlines are so much alike, and many of them, even when written in the 
proper positions, represent different words, which, although they may 
make sense, still convey an idea quite the contrary of the dictator’s 
intention. 

The importance of typewriting must not be overlooked. In most 
shorthand schools this subject is treated with comparative indiffer- 
-ence. They have machines for the use of pupils, but the necessary in- 
struction is not given. §kill in typewriting is not such an easy ac- 
complishment as some would have you believe. 201 
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EXERCISE 27 


QUALIFICATIONS NECESSARY FOR SUCCESS AS A STENOGRAPHER AND 
TYPEWRITER OPERATOR 


The qualifications necessary for success as a stenographer and 
typewriter operator are more extensive than the name of the art im- 
plies. An acceptable and successful amanuensis nowadays is more than 
a mere writer of shorthand and an operator of the typewriter. There 
is very little demand for stenographers and typewriter operators 
merely, but there is a very large and ever increasing demand for young 
men and young women with good business heads who have a‘thorough knowl- 
edge of stenography and typewriting. It is, of course, understood that 
ability to spell and punctuate correctly is indispensable. 

I have been in daily / contact with this subject for the past 
elpnot years, both as a performer and as an employer of thisvelass ort 
wabor. Lt bas also been my, duty and privilege, until» recently, to 
furnish amanuenses for the leading business houses down town, and I 
therefore know some of the failings of which business men complain; 
and being a stenographer myself, I think I know the reasons for these 
falvines. Loo 
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QUALIFICATIONS FOR SUCCESS—CONTINUED 


The most common complaint against stenographers is that they are 
mere machines--that is to say, they write mechanically. You drop the 
words into the ear and they come out at / the ends of the fingers. An 
error on the part of the dictator is not corrected by this sort of 
stenographer. He simply writes sounds, and if his ear be unreliable, 
as is often the case, or the enunciation of the dictator be indis- 
tinct, he is apt to catch a sound that sounds like the right sound, ° 
but means something entirely different. He transcribes what he has 
heard, or what he thinks he has heard, regardless of the sense, and 
when censured for writing nonsense he will say: ‘‘Well, I didn’t think 
that was right, but that’s what you said.’’ / Edison’s phonograph will 
do much better than that. The phonograph cannot exercise brain power; 
it cannot discriminate; cannot use judgment; possesses no intelligence, 
but every articulate sound recorded upon its cylinder is reproduced 
with absolute accuracy. It has a faultless ear, and in this respect 
it beats the machine stenographer. You possess brains; you have in- 
telligence; you are capable of the exercise of judgment and taste, and 
if you are not prepared Fees these qualities as a supplement to 
your shorthand ability, there is no room for you in the commercial 
world. 224 


‘sorjseuwAS JaSUy 94} SUISN SoU} 19430 Je pur ‘afqissod 
UsyM sUTYyIeUI dy} JO VSN Suryeur ‘[eopr st yIOG JO UOT}eUIqUIOD YW ‘soseuWAS JasuYy 9Y4} JO VSN ay} Aq JO ‘auTYORUT 
24} UO aodeid Aq poures oq YW sJOyJoYM ‘ysId4} poos ev aye 0} JapIo ul padojaAsp aq JsNUI [O1}UOD ILHOSNY 


‘Jasuy yove 
YUM sou} AyUIM} IO ud0}}y ‘spuey YIOq JO SJasUY dy} YA VsIOJOxo STy} VdIIeVIG “VW 0} Ulese yorq pur ‘) 0} yorq 
yoval usy} ‘urese Y oxy1I}s {gq 0} JNO Yea Udy} ‘YW JSIY 9YII}S VYOI]s UMOP ay} UO pue ‘aAoqe pouUTE[dxea sv asio1ox9 oY} 
9S] ‘searjdefqo se ‘Oy ureIseIqG UI UMOYs sv ‘5 pue ‘g ‘Y sjurod oy} Suisn Aq podojsasp oq Av Suryovat Ul asey 


‘I9Y}O dy} Udy} ‘puey suo Jo SiasUy oY} YRIAL 
Sursoeid ‘siasuy YyIINO} pue ‘piry} ‘puodes 9y} YIM osIOJoxa oes oY} AI} Udy} {sou} Jo Joquinu & sIYy} OG “JOWIM 
-adA} 9y} Jo Ady ay} Suryiys ysnoy} se ‘aovjd ur yoeq deus 1asuy 9y} Jo + “UMOP SI9Yyj}O 94} SuIpjOY UI IO “ys1y ye 
SUISIVI Ul }SISSe 0} pueY JOY} ay} JO SiasUYy dy} Asn ‘Aressad0U JT “YSOpP oy} WOIZ siasuy JoyjO ay} SUTAOUT JNOY}AL 
‘uorjyisod paaind dy} ul yt Suridsey (weiseiq ur oUT] po}jop ves) ‘o[qissod sev ysiy sv Jasuy jsiIy oy} VSIeY “YSep 94} 
uo Surjso1 sdy 9y} YUM siaSuy oy} Suraind ‘oO, ‘ON Weiseiq ul UMOYs se UOTsod ay} UT purYy ay} d0e[d }xXON 


‘shay 94} UO pasn oq Aeu Ady} YOIYM YIM VSv9 oY} pur ‘siasuy sy} Ul padojaAsp Useq sey }eY} [O1JUOD Jo JUNOWIe 9} 
ye pasiidins aq [IM uo ‘so1ovid ;skep Mo} B Jay} “JaSuy yea YIM sow AjUaM} JO Use1}y ‘AVM JUS dy} UT siasuYy 
J9y}O BY} ASA, “YASuasjs UMO s}I Aq pasres aq UD HI [UN ‘sourTy Jo Joqunu vB sty} OG ‘UOr}ISOd 0} yovq deus zt 49] UST 
‘urei]s ONpuN Noy O8 [ILM PI Sv YSIY se Pt JI] pue puLy 19Yy}O JY} JO SJosUuYy 9Y} YYWM YW Fo poy aye} “sig je yonwu 
pastes aq jOU ued JasSUY dy} JI {9]qGe} OY} UO yey sJosUy JoYyj}O oy} Surdsoy ‘os [[IM TP sv YsIy sv PH aster ‘Suy 4s1y 9Yt 
SUIPUsg Joy ‘6 ‘ON Weiseiq ur se ‘aspa ay} Jsulese poorid quiny} 9y} YAM aGQe} BV UO Jey purYy sy} 99eTq 


EXERCISE 25 


ONWARD AND UPWARD 


Rear to the skies the ladder of life; 
Each noble deed is a golden round, 
Lifting the soul to a higher ground, 

To be victor-crowned in every strife. 28 


Slay the passions that dwarf the soul; 

Envy and avarice drag you down. 

Mount to the summit and wear the crown 
Won by your deeds of self-control. a7 


Conquering self you mount on high, 
Beyond temptation’s power to mar, 
Nearer the gates that stand ajar, 

Waiting your coming bye and bye. 25 


Forgive your enemy--up you rise, 

He gains freedom from discontent, 

You gain a knowledge of life well spent-- 
Yours is an everlasting prize. 24 


Be kind to the erring--on you ascend. 
He, thus redeemed from a life misspent, 
Blesses mankind with the blessing you sent-~- 
Yours is the increase world without end. 29—161 
--H. D. Gould. 


EXERCISE 26 
KNOW YOUR BUSINESS 


Mr. Vanderbilt pays his cook ten thousand dollars a year, my boy, 
which is a great deal more than you and I earn--or at least a great 
deal more than we get--because he can cook. That is all. Presumably 
because he can cook better than any other man in America. That is all. 
Tf Monsieur Sauceagravi could cook tolerably well, and shoot a little, 
and speak three languages tolerably well, and keep books fairy, one 
sing some, and understand gardening pretty well, and could preach a 
fair sort of sermon, and knew something about horses, and could tele- 
graph / a little, and could do light porter’s work, and could read 
proof tolerably well, and could do plain house and sign painting, and 
could help on a threshing machine, and knew enough law to practice in 
justice’s courts of Kickapoo township, and had once run for the legis- 
lature, and knew how to weigh hay, he could not get ten thousand a year 
for it. He gets that just because he knows how to cook; it wouldn’t 
make a cent’s difference in his salary if he thought the world was 
flat and went around its or@it on wheels. There is nothing / like 
knowing your business clear through, my boy, from withers to hock, 
whether you know anything else or not. What’s the good of knowing 
evervthing? Only the sophomores are omniscient.--Burdette. 251 
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EXERCISE 23 


TYPEWRITING —CONCLUDED 


I honestly think the danger to the shorthand and typewriting busi- 
ness lies not in the number of those who learn, for straight is the 
gate and narrow is the way, and few there be that find it; but wide is 
the gate and broad is the way to a half-baked, half-hearted attempt to 
learn, and many there be that go in thereat. Those who are competent 
suffer for the negligence and carelessness of the incompetent. The 
best court stenographer in the land may have his reputation destroyed 
by the mistakes of his amanuensis. 

Most of us cannot be / great, but all of us can be correct, and 
he or she who will take the trouble to do a day’s typewriting without 
any mistakes is greater than he that taketh a city. 133—740 


EXERCISE 24 
THE BATTLE OF LIFE 


Go torth=to the “battle of life, my ‘boy; 
Go while it is called today; 
For the years go out, and the years come in, 
Regardless of those who may lose or win-- 
Of those who may work or play. 40 


And the troops march steadily on, my boy, 
fosthe army gone before; 
You may hear the sound of their falling feet, 
Going down to the river where the two worlds meet: 
they £0. tor return no-more. 756 


There is room for you in the ranks, my boy, 
And duty, too, assigned. 
Step into the front with a cheerful grace-- / 
Be quick, or another may take your place, 
And you may be left behind. 36 


There is work to do by the way, my boy, 
That you never can tread again, 

Work for the loftiest, lowliest men-- 

Work for the plough, adz, spindle and pen: 
Work for the hands and the brain. 37 


Then go to the battle of life, my boy, 
In the beautiful days of youth; 
Put on the helmet, breast-plate and shield, 
And the sword that the feeblest arm may wield 
In the cause of right and’ truth. 38—189 
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accuracy which almost universally characterizes / those who apply for 
positions and expect to make their way for at least some years by 
manipulating writing machines. It is not specially true of this city; 
it is so everywhere. The requirements for success as a typewriter 
operator are few. Absolute accuracy in striking the keys, correctness 
in spelling and punctuation, and the ability to follow either dictated 
words or written copy without error; and lastly, speed--these aré the 
few, simple requisites, the like of which would be unhesitatingly de- 
manded of the humblest artisan in any skilled occupation. 191 


EXC Bars CLS Tao 


TYPEWRITING—CONTINUED 


And yet there are not five persons in this city, probably not in 
the state, who can sit down in a stenographer’s office, listen to his 
dictation of testimony, write eight hours and turn out eighty pages of 
perfect copy. Wrong letters struck, erasures, misspelled words, im- 
perfect punctuation, ridiculous mistakes of the sense--how many type- 
writer operators can truthfully say they have not been guilty of these 
high crimes every day in the year? Some few there are, it is true, 
who can write a thousand pages without error, or if a mistake is made, 
resolutely pull out the page / and write it over again. And these are 
the disguised angels who make the life of a conscientious stenographer 
endurable. But how few and far between they are. The writer of this 
article has been in a typewriter atmosphere ever since the infancy of 
the machine; he has seen and used it almost daily, from the time of 
the old foot-treadle action, down to date. He has been an employe and 
an employer, and cannot remember of all the host of writers with whom 
he has been associated, in one way or another, more than three who 
could /.do really. first-class work. 204 


EXERGIS B92 


TYPEWRITING—CONTINUED 


Yet ifethe right. beginning is made, it is not difficult to-eattain 
perfection, and that means high wages, certainty of position and gen- 
eral good feeling. Let the beginner keep a dictionary at his elbow, 
and if need be, look at every word he writes, until he knows he can 
spell. Let him study a rhetoric until he can punctuate, and begin 
again every page on which an error of any kind can be found, and in a 
surprisingly short time he will become as sensitive to the presence of 
a mistake as to the obtrusion of a nail in / his shoe. Above all, 
should the typewriter endeavor to put himself in sympathy with the sub- 
ject about which he is writing; on beginning a long case, he ought, as 
soon as possible, to try to understand what it is about, and to become 
interested in the story. This will reduce to a minimum the dreadful 
changes of sense and meaning which cause a court stenographer to wish 
he had never been born, when he hears the testimony read in court, and 
the witness says, ‘‘I never said so.’’ If one merely follows the words 
mechanically in writing from dictation, there / is no such thing as 
guarding against complete revolutions in the meaning. 212 
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EXERCISE 18 


Appress By Hon. R. G. Horr—ContTinuvep 


The business of the stenographer and the typewriter is daily in- 
creasing. It is a wonderful acquirement, that power of taking down 
words as fast as they are uttered. Amid the jargon and wrangles of 
congress, when half a dozen statesmen (God save the mark!) were on 
their feet all at once, all yelling like so many lunatics, I have seen 
these wonderful men, with their pencils flying, do their work so well 
that they would never miss a single foolish utterance or skip a single 
disgraceful word. As typewriters are the bane of poor spellers, so 
these shorthand writers are / the terror of public speakers. To have 
them come in and take down in cold blood just what a fellow does say,-- 
‘SAye, there’s the rub.’’ It’s enough to make one’s blood curdle even 
to think. of it. I know the usual way out of the trouble is to get re- 
lief by abusing the reporter. I make this confession, however, here 
tonight. Up to date it is their accuracy that has gotten me into dif- 
ticulty. I have suffered vastly,more from their printing exacthy what 
I did say than I have from their putting down what it seemed to them / 
I would better have said. 205 


EXERCISE 19 


AppreEss By Hon. R. G. Horr—ConcLupDED 


Have no fear of not getting something to do. The world is full 
of good places for all who can do good work. As civilization advances, 
women are constantly finding more avenues of labor thrown open to them. 
To do any kind of useful work and do it well is an accomplishment. To 
know how to run a house, and run it well, is as great an achievement 
as to do fine needle work or to decorate china. To know how to make 
good bread is often better than to know how to play on the piano. To 
know how / to serve a meal, as only some women can, is equal to the 
ability to strike ‘‘high C’’ in singing. To manage and teach a good 
school is akin to commanding an army. To be able to take down a letter 
as fast as dictated, and then transcribe it accurately, and neatly, is 
as important a piece of work as it is for the navy department to fail 
pOncaccowitue vwotbata. 1'72—811 


EXER GISTE=20 


TYPEWRITING 


[The following was written by one of the reporters of the U.S. House of Representatives, a man who was previously editor of 


a daily paper in a large city, and later a prominent court reporter.] 


If the statement should be made that of every one hundred print- 
ers, or carpenters, or bricklayers in this city, not five had even 
fairly learned. their trades, it would be regarded as absurd and no. 
credence would be given it. If a carpenter could not drive even half 
a dozen nails without breaking one or splitting the wood, he would be 
dismissed immediately. Yet, as the writer is asked to say something 
on the subject of typswriting, the prominent idea which intrudes itself 


_ beyond all others is the lamentable lack of training and disregard for 
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and ambition, but who receive about one-fourth of your salary, and 
that, too, in the face of more petty trials during the day than you 
have. There is much wisdom in the motto Edison gave a young boy just 
Starting out Aanf/Y the wonldye* ‘Don’t Look at ‘the clocks 

Undertake your task willingly and brightly, and not as if you 
hated it. Do your very best, and you will learn to like your work for 
its own sake, and not as a mere means to an end. 145—556 


BER CTs Baas 


EXTRACT FROM AN ADDRESS BY HON. R. G. HORR TO SHORTHAND GRADUATES 


I am glad to be able to say a few words to this class of young 
men and young women who have just finished their course of study and 
practice for the purpose of learning how to work. The human race as a 
whole will never be able to get an honest living without some kind of 
labor. It is better for us all that we must work in-order to live. I 
can conceive of no planet that could be filled with a more miserable 
set of human beings than to fill one up with a lot of do-nothings / -- 
with a mass of people who have no aim in life, nothing to do worth 
living for. Never cease to be teachable; always have the courage to 
say ‘‘I do not know’’--that is, when you do not know. Never assume to 
have knowledge that you do not possess. To attempt to explain anything 
that one does not clearly understand always leads to difficulty; con- 
fusion is sure to follow. Besides, in a world like ours, where there 
is so much to learn, it is really no evidence of unusual ignorance, 
once in a while, to say ‘‘I do not know.’’ / I doubt if in this large 
audience there are more. than half a dozen of us who know everything. 
219 219 
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Avpress By Hon. R. G. Horr—ConTINUED 


Again, be modest in all your life-work. When you are working for 
a firm, do not claim to own all the property of the concern or inti- 
mate that you manage most of its affairs. It is not very desirable 
that you should consider yourself indispensable to the work you are 
doing. It is most fortunate, though, if you can make your employer 
feel that you are exceedingly useful. It is always better to work for 
a concern that is making money than for one that is losing it. It is 
the prosperous employer who can always treat his employes well. / Do 
not forget that you will be a confidential clerk for those that hire 
you. The secrets of physicians, the confidences reposed in lawyers, 
the utterances of the confessional, should be no more sacred than are 
the doings and sayings of those for whom you labor. Never betray those 
who trust you. This applies more especially to the young ladies of 
this class who will soon write confidential letters for so many people. 
‘I know there is an old adage that ‘‘No woman can keep a secret.)  lneat. 
is one of the lies that have come down to us from / the past. It 
surely has no truth in these days of lady stenographers and typewrit- 


Seeers. 215 
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EXERCISE 


HELPS FOR STENOGRAPHERS 


The watchwords here, as in every other trade or profession, are 
industry, patience, and tact. Never consider that you are past learn- 
ing, no matter how proficient you may be in your art. If you stumble 
over a new word that you have never written before, as you often will, 
make a note of it, and practice it as faithfully as you did your exer- 
Cisessin the beginning, and it will not surprise you again. Do not 
confine yourself to the technicalities of the work on which you are at 
present engaged, or to the rate per minute now required / of you--es- 
pecially if it is below par. Do not get into a rut which it will be 
difficult for you to get out of, should you have to change. Be equally 
ready with all the words of your vocabulary, and keep up your speed. 

It may be required of you at any minute. In the process of a very slow 
and laborious dictation, do not engrave your notes, putting in unnec- 
essary vowels, etc., simply to kill time. It is dangerous to use any- 
thing superfluous on principle, no matter how much time you have. Al- 
ways aim to be as brief / as is consistent with legibility. 205 


EXERCISE 14 


HELpes FOR STENOGRAPHERS—CONTINUED 


Don’t copy glaring errors because they are so in the copy, or so 
dictated. You should use your brains as well as your eyes in your 
work. If the dictator overtakes you, do not go blundering on from bad 
to worse (this is a common mistake of beginners), but ask for a sec- 
ond’s pause. This will always be granted, and is far less humiliating 
than to find gaps in your work which you are unable to fill. Do not 
turn out a crude letter which a little care will set right. Turn into 
correct form the bad grammar, tautology, or / involved expression. It 
will improve the letter and help you. On the other hand,if too much 
is assumed, there is danger of a gentle reminder from your employer 
that he knows what to say and how to say it better than you do. Happy 
is the stenographer who can delicately steer between self-assertion and 
intelligent appreciation of what is meant. 

Take the home spirit of order and cleanliness with you to the 
office. Keep your own desk and other desks in the room neatly ar- 
ranged, and supplied with clean inkstands and sponge cups, fresh ink, 
pens, blotters, etc. These / little offices will not be unappre- 


ciated. 206 
EXERCISE 15 


HELPs FOR STENOGRAPHERS—CONTINUED 


You cannot always count on a strict observance of business hours 
as can the clerk with ordinary routine work. This is very trying, 
especially if you lead a busy life outside the office. But when you 
are inclined to be discontented and rebellious at being ‘ ‘kept na’? 
just think of others who have, perhaps, your youth and intelligence . 


; id eee 


Aep [Te syuetq Auemw stney uea ev Aep [Te syuetq Auew stney uea e 
Aaeu e yues sqns Aaeu e yues sqns Tepuea Aaeu e yueSs sqns TepueA 


‘ased v uo sdnoi8 om} Sunind ‘Yoko FO SOUT] PAY 91M puL ‘MOTAq DATS saouaqUas dy} VdI}VIg 


Tepuea ysntq puetq Aqqetz Tepuea ysntq puetq AqqeTy Tepuea ysntq yueTq 

yueq eAef Aaeu sqef yueg eaef Aaeu sqef yueq eael Aavcu sqef yueq eael 
qny Aeq uns qeu qny Aeq uns qeu qny Aeq uns qeu qny Aeq uns qeu qny Aeqg 
Snq Anq peq uea 3nq Anq peq ueA 3nq Anq peq uea snq Anq peq uea Snq Anq 


‘fp UOsse’T UT se ‘ased v uo sdnos38 om} Sunqnd ‘sp1oM jo oul] Yea jo 
SOUT] SAY O}IM pue ‘spJOM SUIMOT[OF 94} dd1WDeId ‘ATYSno10y} pourra] useq aAvy SAdY 9S9Y} JO SUOI}LIOT dy} UDA 


AF BJ AJ BJ qzJ BJ AX BI qx Bx ag SF.d5 93 AF Blcdl sf AZ BI dius eA ress 
a¢ 3J qJ 3J az BI qzy BZ qx BI ay Bz qz SF 45-82 q2 By desl qa sired teat 
Ajeos NiSOT AT SP AZ By az SINS APA SF AT. ST AT sy Aes s Ajetden seat 


‘sXoy 94} JO uONeI0] oy} Surureay Ur ao1jIeVId Aressadou dy} PAIS []IM astOIExa SUIMOT[O} IY], 
‘STOHET 1OYIO OY} JO YOva Surylijs s9jze Ayoyerpoumun f 0} yorq Jasuy oy} Sursutsq ‘¢ uossary ur pours] a1aMm Ady} sev 
Soy asay} 0} saypver ay} Ulva ‘puey 1J2] PY} JO soSuy sry yi YIM Yonsys ore pure ‘6 pure f JO FYSII 9y} 0} OFT] 
& pue Mojeq payeooy ase Ady} “Juvyd dy} UO UMOYS st sy ‘UOSS2] SIY} UT psonposuI ore q pue 2 Skoy OM} OT, 


S NOSSHT 


EXERCISE 10 


WORKING OVERTIME.--It is often necessary to remain a little longer 
than the regular business hours, when there is extra work to be done. 
The stenographer ought to be willing to do this extra work without 
complaining. In most positions there are days on which there is enough 
less work to make the average right. Try to take an interest in your 
employer’s business in such matters and do as you would if it were 
your own business. Be careful of your health, however, and if, you find 
there is too much of this kind of work in the office, “talk it /soyver 
with your employer before looking for employment elsewhere. It is not 
advisable that one should do much extra work evenings for himself or 
others, unless his work is very light during the day. While one may 
not feel any ill effects at the time, he probably will in the years to 
come. 153 


EX Gl Laid 


BE WILLING TO WORK.--Proficiency in shorthand, as well as in any 
other art or science, does not come without hard work. The person who 
expects to sit idly and absorb the subject as a sponge does water, 
could utilize his time in some other way to better advantage. And work 
does not cease with the*learning of shorthand. He who would be suc- 
cessful, in this as in other lines of business, must be willing to do 
all that is expected of him, and more. There are two classes of will- 
ing workers; some persons are always ready to do work which they are 
asked / to perform, while others do not wait to be directed, but find 
work to do. Of the willing workers, the former class earn just about 
what they are paid, while the latter, by extra effort, earn more than 
they are paid, consequently they are always the first to be promoted 
and the last to be discharged. 156 


1 OEM ee ONES) ae! 


BUSINESS COURTESY 


Courtesy, as well as good business policy, demands that every 
letter upon business matters should receive a prompt answer--even in 
cases where the writer, discoursing for his own interest alone, forgets 
to enclose the necessary stamp for an answer. By attention to letters 
received, friendships are formed that often prove valuable in a pecu- 
niary way. A stranger who receives a prompt and courteous answer to 
his letter naturally concludes that the writer must be the right kind 
of a person to deal with; and even if no immediate results from the 
correspondence are shown, they are likely to appear / in after years; 
while a neglect of this slight courtesy betokens carelessness or in- 
difference apt to provoke unpleasant and antagonistic feelings. An- 
swer every civil letter that you receive, unless, from the nature of 
the case, no answer is expected. 159 


as) gee 


ATTeLl © 4S YETI STIeI HTS peq e ATTeI puess © 1e YETI STTeI ATeI peq e 
yuNndI}, @ SBnT uew e YUNA. ue. eI eG SBnT ueM e YUNA Ue eC ssn[T ueuw e 


‘suOssa] SUIPadeId Ul UDAIS.SUOTIIIIP SULMOTIOJ ‘MOTEq UDAIS sadua}UaS dy} VdIIVIg 


syuey} puetls 1Sni}. ue. .eI syueYy. puers 4SnI.1 Ue11eA SHUeY. pUueIs 1SsN17 
qeis yUund, ATTIC VETS qeas YUNA. ATTIC 1eTI qeas yuns. ATTe 1eTI qeus 
teg ynqd 4ge yea TBF nq 1Je yeEA AeJ ynq yJe 7eA JeJ 4nq Je eA JeJZ yNq 
qnat qn} Sna Bn. qna qny Bna Bn qna qni Sna Bny qna qnz BSna 3ny qna qnz 
‘ased b 
uo sdnois om} surjynd ‘our yove Jo saul] say oWIM ay} ‘AT[NJaI1e spoM SUIMO][O} dy} ddT}eId ‘prvoqAdy ay} 1e Yoo] 
0} aiIsap jnoywM pue Ajisva punoy oq Avut Ady} Jey} OS pour] Uddq aAvY Shay MAU dsay} JO SUONLIOT 9Y} IOI; V 


ag AJ IF BJ YF QF AJ AZ BJ YF AF AFT AJ BI YF AI AJ AT BI YI qZ AZ AZ Bz 
dge8s 43.33 GJ 33 15 BF Ws BF AF BI GJ BI 1T BI QI BI 4F BI AF BF 4S BZ 
AI telie CoN reo Tablas TAL est lI oTeAT- Si dj Sichl aivit ar NIPS dad eo. 
Liotta teotey ies s 1s S105 35 15 35-45 35 99 SJ 42 odd 20) 1a seen 
If 3F Af SJ If DJ 13 dz AJ BF UZ BJ AZ BJ Ap BJ Az 3X AZ Bz az 3zZ AZ BF 

‘yono} Aq 

sfoY MOU OY} SuIpuy pur zreYyS sy} UO sao InOk Surdaay ‘asiosoxa 1a8uy sy} doOvId pur ‘suossay Surpodeid oy} ut pIp 
noX se sky asay} 0} soydvai ay} Ulva] +7 pure 4 “JaSuYy Isty Io] 24} 10¥ sXay o10U OM} SaoNpoOrUT UOSSeT Sty T, 


9 NOSSH’T 


books, to gain all the information possible about the business or proe- 
fession in which he is engaged. The more general knowledge he has 
concerning his work, the more valuable will be his services. 88 


SPELLING, PUNCTUATION, CAPITALIZATION, LANGUAGE.--Probably more 
shorthand students fail from ignorance of these subjects than from / 
lack of skill in typewriting and shorthand. No one can expect to suc- 
ceed in this line of work and hold a position of any importance, unless 
he is qualified to spell, punctuate, and capitalize correctly, as well 
as write the English language with a reasonable degree of accuracy. A 
knowledge of these subjects should be acquired in the public schools, 
but if they have been neglected, or for any reason the student is de- 
ficient in them, he should lose no time in thoroughly qualifying him- 
self. 97—185 


EXERGISEe3 


COURT REPORTING.--There are many things about court reporting that 
must be learned from actual experience, but one may in advance become 
familiar with legal forms and terms, filing and inscribing documents, 
6 tc. the-yeung—court reporter should understand in advance that -every- 
thing in a case should be reported, especially objections of attorneys, 
these perhaps being next to testimony in importance. When exhibits 
have been made of papers, documents, etc., marked ‘*Exhibit A,’’ ‘ *Ex- 
hibit B,°* etc., they should be noted*in the order in which they are 
produced in evidence. Memoranda should also be made of all articles 
offered in evidence. 99 

GOOD CHARACTER.--Integrity / and good character are often of as 
much value in a position as technical knowledge. While one may do good 
work for a time, if his habits are not right outside of the office he 
is not likely to continue to do so.. An employer, as a rule, soon 
learns in a general way what are the habits of his office employes, and 
is governed accordingly. No good business man desires to keep long in 
his service a young man who is out late nights, in questionable com- 
pany or places, even if he does his work well through the day. / If 
you would be successful, form correct habits, keep reasonable hours, 
and preserve your integrity of character. 118—217 


EXERCISE .9 


MISCELLANEOUS DUTIES OF A STENOGRAPHER.--The shorthand writer 
should not be particular toOvask the question, ‘‘Is this a part of my 
work?’’ when he sees things that ought to be done. There are many 
things needing attention about a business office which the stenographer 
ought to be willing to do if he has the time. Do not be afraid of 
these extras. The doing of some extra work will cost you nothing, and 
will certainly tend to’ make your services more valuable and more highly 
appreciated. It is by doing things that are not expected and doing 
well what is expected, that one wins / favor and advancement in a po- 
sition. Try to become thoroughly informed in all affairs connected 
with the business, so that you may do your work more intelligently and 
be able to give information to others. 135 
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EXERCISES 


SHORTHAND AND TYPEWRITING.--No matter how good a stenographer one 
becomes, if he is not a rapid and accurate typewriter operator, his 
services will prove of little value in a business office. These two 
branches go hand in hand, and one should be an aid to the other; but 
skill in typewriting without shorthand may perhaps be made more useful 
than a knowledge of shorthand without corresponding ability in tvpe- 
writing. 67 


SHORTHAND AND-BOOKKEEPING.--A knowledge of bookkeeping is often 
found to be of much value to the shorthand writer, especially in 
offices where there is not enough shorthand work to employ a stenogra- 
pher the entire time, / and it is desirable that he should also keep 
the books. .Any stenographer will find the knowledge of bookkeeping, 
business forms, and business customs, acquired by taking a course in 
bookkeeping, of service to him in his shorthand work. 72 


CCMMON SENSE is a faculty that may be used to great advantage in 
shorthand and typewriting work. If the amanuensis writes from his 
motes **‘Wée will expect you ‘‘hear’’ on the 14th inst.,’’® etc., his com- 
mon sense should have taught him to spell the word h-e-r-e. Before 
handing in his copy for approval, the operator should carefully read it 
himself, looking / for errors in spelling, punctuation, capitalization, 
and such mistakes in the words as are referred to above. 76—217 


EXERCISE 


IF YOU DO NOT UNDERSTAND A PHRASE DICTATED, ASK THAT IT BE RE- 
PEATED.--It will usually prove more satisfactory to both the stenogra— 
pher and the one dictating, if words not understood are repeated at 
the time. The dictator will prefer, as a rule, to be interrupted and 
repeat what he has said rather than be obliged to supply deficiencies 
in the transcript. Of course it is well to avoid interruptions as much 
as possible, but more annoying to have to supply numerous omissions in 
the typewritten copy. 74 


PHYSICAL EXERCISE.--Young men and women employed in offices usu- 
ally have little recreation connected with their regular duties, and 
should therefore take special pains to exerc¥se enough outside / of 
the office to keep in good health. One will do better work and live 
longer if he has good digestion. Almost any one can take a long walk 
each day, if no other kind of exercise. This will give him fresh air, 
and walking is also excellent exercise for a person of sedentary occu- 
pation. ‘‘*Good health is above wealth.’’ 86—160 


PPB 7 


BOOKS OF REFERENCE.--A stenographer in a business office should 
have, where they are readily accessible, a good dictionary, a list of 
abbreviations, an atlas or gazetteer, a postal guide, and such other 
books as he finds the needs of his business demand, to aid him in his 
shorthand work. One should also read magazines, trade journals, and 
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Don’t be wasteful of other people’s property. Be as saving in 
the use of your employer’s stationery, gas, electricity, and other 
articles costing him money, as if you had to pay the bills. Besides, 
the habit of wastefulness thus cultivated will prove a positive drain 
upon your own financial resources. 50—184 


BERETS ae 


BE PROMPT.--As a rule, the most successful business men are prompt 
in keeping business engagements and in all business affairs. Form 
habits of promptness early in life, and you will not only be able to 
serve others better,but will find this habit of great value to you in 
business, all through life. .52 ; 

PRESERVE YOUR SHORTHAND NOTES.--Shorthand notes of all work of 
consequence should be preserved and filed. This is often a matter of 
great importance; and as one can not always tell in advance what notes 
may be needed, it is perhaps well to make it a rule to preserve all 
shorthand notes. / 48 

SELF-RELIANCE.--Learn early in your shorthand work to depend upon 
yourself. This is applicable in a business sense as well as in the 
technical learning of the subject. Depend upon yourself as far as you 
can in reading your shorthand notes. Try to make a success of short- 
hand with as little aid as possible from others. 55 

TRY TO SULT YOUR EMPLOYER.--Most business men have their own ways 
of doing business and prefer to have employes conform. to their methods. 
It is advisable that the stenographer should do so, at least until he 
is well enough acquainted with his employer to feel sure that it is / 
safe to suggest better methods. 50——205 


EXERCISE 4 


THE TRANSCRIPT is what indicates the stenographer’s ability. 
Neither his employer nor the public sees his shorthand notes, or cares 
anything about them, providing he is able to read them and present a 
neat and correct typewritten transcript. The typewriting should not 
only be mechanically right, but all errors of construction discovered 
while transcribing should be corrected. 57 

QUALIFICATIONS FOR OFFICE WORK.--As a rule, the person who would 
make a good general clerk in an office, makes the best stenographer. 
There are many matters of detail connected with shorthand and type- 
writing work, which make it very desirable that the stenographer should 
have a genéral / knowledge of office work and business customs. One 
who does not possess these qualifications should acquire them as soon 
as possible. 64 

EMPLOYMENT.--**The Lord helps those who help themselves.’’ Do not 
depend entirely upon some one else to secure you a position. Assure 
yourself that you can do good work and then confidently ask for em- 
ployment. There are plenty of business men ready and glad to employ 
competent help, and, if you are of this class, in order to succeed it 
is only necessary to secure an opportunity to prove your worth. 70—191 
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Hints to Stenographers and Practice Exercises 


The following chapter, embracing original and selected suggestions, advice, experience of others, etc., will afford 
excellent copy for dictation to shorthand students and practice in typewriting. “The words have been counted (ex- 
clusive of headings) for that purpose. The shorter articles are grouped together, and the longer ones are divided 
so as to make exercises of convenient length. Diagonal lines separate the words into groups of one hundred each. 

It is hoped the student may find the advice and experience here given both interesting and helpful. 


POSER @lSRe 


Study your machine and try to know all about it, but never take 
it apart for that-purpose. 18 

All typewriting work, as a rule, should be on one side of the 
paper only, and the pages numbered. 19 

Write initials and names in longhand, instead of shorthand, and 
be particular to get them correct. 16 

A common steel file makes a good pencil sharpener, and UBIng] iu 
will avoid soiling the fingers. 17 

Remember that the better your work, the higher commercial value 
business men will place upon it. 16 

Have a separate pen for red ink, and never use it for black Ink 
or wipe it on the black ink pen-wiper. 22 

“Write at first only as fast as you can write corrective. “liar 
better that you should write two words without error than twenty with 
mistakes. 26 

Write thoughtfully, and if you have sufficient education to rec- 
ognize grammatical errors, should any exist, you may then make correc- 
tions in the transcript. 23 

To acquire speed and accuracy in typewriting, write the same 
thing over and over many times, endeavoring to write it each time 
without a single error. 26 . 

Typewriting paper should not be left around so it will get soiled, 
or its corners rolled, but / should be kept in an orderly way, where 
it will be protected. 29—212 


EXERCISE 22 


A sponge in a small cup, and as full of water as possible, makes 
the best pen-wiper. A small piece of chamois skin is perhaps best for 
a gold pen. 30 

Keep the type of the machine clean so that it always makes a clear 
impression. As soon as you notice the impression of an o, e, or other 
letter blurred, it is time to clean the type. 37 ; 

Endeavor to understand the meaning of every sentence written in 
shorthand, before writing it on the typewriter. Think while you write, 
and use your common sense; do not be a mere machine. 32 

Many / shorthand students have failed by devoting most of their 
time and energy to shorthand, thinking they could learn typewriting 
without much effort. Typewriting, as well as shorthand, requires 
faithful, hard work and much practice. 35 
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Ad libitum (at pleasure).....ad lib. 


PCV Ae Le eraA. tia Oe ORE 
PASE TICATIWH Ce 0 hss «+ ed Am. or Amer. 
Anno Domini un the year of our 
Lord) . TAIT COORG 3 el 8 
Anonymous Se ie ove pana «lang A DOL 
Answer .. NEA ae Mee eit age Ans 
myitnmetic---. 2.4 .<) Pt « . Arith 
Me venNGr oes Av. or Ave. 
PIM OUE Riga he eet 21 Bor. or bor. 
Chaistaas Lea ie ee Nas. 
Corresponding Secretary SA OT. Te: 
‘Liovoioe \ a. re feet < (OT: 


Alabama, Ala. 

Alaska Ter., Alaska T. 
Arizona, Ariz. 
Arkansas, Ark. 
California, Calif. 
Colorado, Colo. 
Connecticut, Conn. 
Delaware, Del. 

District Columbia, D. C. 
Florida, Fla. 

Georgia, Ga. 

Idaho, Jdaho. 

Illinois, Jl. 

Indiana, /nd. 

Iowa, Jowa. 

Kansas, Kan. 
Kentucky, Ky. 


In the case of states having as short names as Ohio and Iowa, it is better not to abbreviate. 


MISCELLANEOUS. 


COUNEy ts ce ae mde ea ere CHT er hoe 
Court’ House nn ae ee 


EMEC Aer ee beeen. Tees Dist. 
Fast,..E.; West,. W.: North,..N.; 

POUL pene ee ts te S 
Executive Committee mie thes x. Com. 
God willing (Deo ee LD: V. 
fd est: ( thabiish apatied xs, eee i 
Incognito (unknown) sake weird Incog. 
Meats whore geet ce see arate (ore ee se Isl. 
Iga eters Meee kc: od eo ae ng be 
Manuscript ~...... MS. (pl. MSS. ) 


Mountain or Mount ..Mt. (pl. Mts.) 


Louisiana, La. 

Maine, Me. 

Maryland, Md. 
Massachusetts, Mass. 
Michigan, Mich. 
Minnesota, Minn. 
Mississippi, Miss. 
Missouri, Mo. 
Montana, Mont. 
Nebraska, Neb. 
Nevada, Nev. 

New Hampshire, N. H. 
New Jersey, N. J. 
New Mexico, N. Mex. 
New York, N. Y. 
North Carolina, N. C. 
North Dakota, N. Dak. 


~ 


POSESErIPt Hy wan 5:00 ae Tone Oe ee 
Pro tempore (for the time).pro tem. 


RAPTOR ee ree Sk as er eG Ie, ise 
Recording Secretary ......Rec. Sec. 
River teers ic BE aa brennan Sa afl Se 
secretaiy thr. er. tee ior ies 
DeOniGt ee on eh eens. ssi iT OL vets 
Street:or Saintes. 28H (pl. Sts.) 
Wake Notices: ).0 0 tom 3a Meee Ne 
TOWTship © '.5s sacs oe eee at ps. 
Videlicet*(namely) 7b ar ees viz. 
Young Men’s Christian Association 


YM... Cant 


ABBREVIATIONS OF STATES 


Ohio, Ohio. 
Oklahoma, Okla. 
Oregon, Oregon. 
Pennsylvania, Pa, 
Rhode Island, R. J. 
South Carolina, S. C. 
South Dakota, a Dak. 
Tennessee, Tenn, 
Texas, Tex. 
United States, U. S. 
Utah, Utah. 

Vermont, Vt. 

Virginia, Va. 
Washington, Wash. 
West Virginia, W. Va, 
Wisconsin, Wis. 
Wyoming, Wyo. 


In directing to 


country post offices, include the name of the county when it is known, as the names of many post offices are very 


similar. 


= 


Always be careful that names of persons and post offices are correctly spelled. 
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Classified List of Abbreviations 


TIME OF DAY. 


Hour, h.; minute, min.; second, sec. 
Forenoon (ante meridiem)... a M. 
Afternoon (post meridiem)...P. M. 
Noon (meridiem)............+. M. 


CHRONOLOGICAL. 
MONTHS. 
Month months.s05. o.40s% mo., mos 
Last: month (ultimo )s.2;¢.n5 3. ult. 
This month (instant)..... vee Canst 
Next month (proximo).......prox. 


YEARS AND ERAS. 


Year, ‘yearsa.. as). ie Pau ine tg aR 
By the year (per annum)....per an. 
Belore’Christ® 225s. BiG 


Christian Era (Anno Domini) . AaD: 


TTELESS ORO RESPECT SAND COURTESY, 


YES gee > Sen ne a Mr. 
Messieurs (Fr. pl. for Mr.). Messrs. 
Gentlemen 


“NS hg a ve eee 
ONS aay eke en acct. 
EET py a eee a er arm Agt. 
SSG, CCR ange a re amt. 
At or to.{(mercantile).o... 6... @, a. 
BCL AI re Bate ei eek wa: gl av. 
Balanced ons + cire Mes Reo bal. 
Banker ei ao Bouse. e ..bk. 
Wartel.. barrels... ce.6: Joab bbl. bls. 
SES Kae ee Oe ence atcleve i : B. B 
Bills Payable ..... er Ae la hy 
Bills Receivable ...........B. Rec. 
Rete MM Ie x is cei ace ps8 wks 3 2 bo’t 
Brother. Brothers: ..... ...«bro;, Bros, 
ee eee ae ee Slats as brot. 
LB BuclayS pete 9h hich he Ree Stl 
Byiiie as .0<. ~~. Per, .e.9 p., OF 4p. 
Ee CY he oh “ode eee Cash. 
(CRUG Bie fete: See eee “nt: B: 
@leared............ ner cee Jie 55 QaGE 
EES 74 Rare ma icp amen eaee ched. 
Company ...... papain ts 2 = Co. 
Collector’... . SRS A eens Coll 
Gommission, ..:..°... 5 is DEBS Com. 
CE CITC HCO ee ee ie eS, ese Vane Saiiue 
Bredit. CreditOfei- «. dee aes aaen es Ot 
Reemt ents Se slaty 5° Mereach. Cts, 
OO Ege Onn ee eee eC Lie 
Cash on delivery SE oe See Ore by 
UOT hs ee ee < ohtns a Ta OS 
Bote CHE SANIS 1h ao cs storm's ciew,- dO. 
MSc ete ee a CSs-Ote Gist: 


St ee Ee Pe 


Sta COS CNS. 


Dividend ..... 
Domaradollarse =. 2... 


Esquire, Esquires ....... Esq., Esqs. 
TOE Tee: Games ee Ns bre eee Mad 
Nadamie SC F'r, ),wiceic Goss cists gerne Mme. 
Mesdames ( Prepl)isce es... .Mmes. 
RELATING TO BUSINESS. 

WIOZEN se eeias us, oni sgak eee a doz. 
(Boy iy Se, oe eee OAR ees dft. 
BRAICRY hs pie Auteitces Mia Oe Bis ca ee edge Ea. 
Paisors excepted vas ae eee BE GE: 
Errors and omissions excepted. . 

SN pettin eeae, ae bas Be Gee); Es; 
Et cetera (and the rest)....ete., &c. 
Boothorstceteot ck mee te coo eee a ft. 
Pa nee ar ot a tee Soe, ches For’d 
PRONE pists somes a arate ape inka Re Fr’t 
Folio Cash Book ...... ; ie ee 2 
SPSS eRe Pe enue Hs APP to ero. 
Calitics seal on re ae gal. 
elit ieee atc sie Seca ere hlf. 
Ilandkerchiets™ a. ..cascmiseei hdkfs. 
RCAC cites 24 Coe ee he hd. 
PLooenead ae aia. eae egeeee. Seat hhd. 
Hundred sine sane eet hund 
Hundred weight. 25) 2. tases cwt. 
Eviper est Peart. caer ceca. ttre int. 
TUTWOLCE SB OOK: cist site tte ses IeeBe 
IBilclsie = een hee TNR ae ent, in. 
Insurance .47... a Recnane a peetyect soi Ins. 
DyeVO1Ce a iit a ele artes coon ciated thee aa Inv. 
TVeNtOi sone csavien dosha Invt 
Eee gC pe Roe, Se WE RS Re ir premeriet Jour. 
Sisyergc Rd 08) blo eee ier aee Pen erircnr ars cake 
LAGP eri debecntal ona she Oe Oe 
Ledger Folio ......... PR re ean ok 
Wieasutetsscalamse er cout = 2 «+ Meas; 
Nisei an Gist wer. ce man n't . .mdse. 
Reto (ajez hove hehene— sth. xy ripetl cat Genter mem. 
Number, numbers ........ No., Nos. 


RELATING TO LAW AND GOVERNMENT. 


Mmnministrator “G..ctss..0s%s..Adme. 
Admuanistratrix <2 ...4 20.4.0; Admx, 
Against (versus)...........V. OF VS. 
And others (e¢ alli)...........et al. 
De PANE Mas pt ce ere Nicky «aca. 8 aise SSts 
PG CY oo cen cnn cue wer cittye 
et os a tes hits Kuan nes CADE 
Dorset tiie alsa: eee ea a. oe.<s 2s (OM 


Common Pleas ...... PE ar es gl a 
Conerese nth. s!i Sia oeeg COURS 
Tintendantesesrscc oat cea OTL: 
Gresintal ie oan unis ke cavneraeies shoes 


PTnwetnOL oa eee ees. IOV: 


Honorable atts « cuihcss cone 

Justice of the Peace. -sausumensa Lee 

Lieutenant General ........ Lt. Gen. 
2180 


Ladies: cai sts: antaatscrareeiaee 
Mistress (pronounced Missis).. Mrs. 
Miss: Misses fete. tes coats 
Master (aceboy ) iicres ren anu vee. 
Ouiicengs net eae Sea Came oz. 
Package: o-sex.: eines eee pkge. 
Pages. ..xi'< Shee Ch dee ne gee pp. 
Pair hs 5 Saeca ic onuie ein reieagaent pr. 
Peck; specks srn.ca55 ogee pk., pks 
Petty Gash. Baoksta@ 77. aca. PGi Bs 
Paid. : cic. eee pd. 
Payments” s5. mew antes thee payt. 
P tiaty: PUte: wen es eo eee pt., pts. 
Pretmiuin <ccn6ieu.on shyt pees prem. 
Per annum (by the year) ....per an. 
Per cent. (by the hundred). %. 
Penny weight sca. cake oe cee pwt. 
Pound; pounds miei eae Ib., Ibs. 
Quart, \diiartee. =. a eee qt., qts. 
Quarter,, quarters. 2.7. . ven qr., qrs. 
Rep rsi@d) 02 sii tenonane aeee ret’d 
Receiwed. Gn. < 1.66 Ssteien signkRe a 
ROSCIPES Shek ot vik ge match mone a rec’t 
Schooner: Ur: schon neta eee schr. 
Sales. Bookwo so saeeuc (cence Sr: 
Sailed iacii5< SP ncke tects sacs alae eee sld. 
Shipment on soc Reet Rete shipt. 
DOUBHE) gy sais 0s «ous sq. 
Storage... shi a ee ag Aa et ee stor. 
Steamer 5 seen MPa ie Se Str. 
Sandri¢s =... 42:han on ae ace sunds 
Thousaad? 7.5; cae ae adie hie .M: 
Tonnage. ease Sacer eens 
Volumen i rasan ec nee ee Os 
Wieiehit <2) ativan en ee ..wt. 
Without deduction ..... 23 See Oet 
Yard, -VardSi st ssc ae aa ee 
MS jOr ees thie! ss tae ..Maj. 


Member of Congress oe he 
Plaintiff Ee AM EN EL 
Post Oficenn< -s..eiees \ kace eee 
Post Master, 7msse ee ee 
Presidetit 5 igi 22580 ae ree 
Superintendent ..............Supt. 
Vice-President... .c-sisienes% Vane fete 
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COPY FOR A PRINTER 


It is very desirable that copy for printing be typewritten, as one can then see more nearly how the 
work will look in print, and will in most cases avoid many corrections in the proof, which might seem advisable to 
be made if the work were done from written manuscript. Many publishers will not accept pen-written copy. Write 
on one side of the paper only. Words to be printed in italics should be underscored with one line, with two lines 
for SMALL CAPITALS, and three lines for LARGE CAPITALS, and a waved line for bold face. 


COPYING MANUSCRIPT 


Form the habit of concentrating your mind on your work when copying from manuscript. One is 
likely to become listless and inattentive when the work is easy, and thereby make mistakes. Do the easiest work 
with the same care as the most difficult. 


TYPEWRITING FROM DICTATION 


It is well to practice typewriting from dictation as well as from copy. Some operators write rapidly 
enough to take ordinary dictation on the machine. Reporters dictate their notes to typewriter operators as a rule, 
and in some cases dictate alternately to two operators. 


WHAT TO DICTATE 


In writing shorthand from dictation to acquire speed, it is advisable to practice most upon the kind 
of work one expects to do in business. If a person intends to become an amanuensis and knows the line of work 
he is to follow, it is well to devote much time to writing business letters upon that branch of business. If he is to 
do legal or court work, he should practice upon the reports of court cases, questions and answers, pleadings of coun- 
sel, legal forms and court rulings, and later it would be well to visit the court room to secure actual practice. If 
he expects to become a general stenographer and do all kinds of shorthand work, he should read and write all kinds 
of literature, thus securing a general knowledge of various subjects, and practice upon the same from dictation. In 
practicing for speed, the student should not lose sight of the fact that accwracy is of more importance than speed, 
and he should write only as fast as he can write well. It makes little difference how fast one can write, if he is 
not able to read what he has written. The student, in practicing either shorthand or typewriting, should not trouble 
himself about speed until he has learned to write accurately. 


TAKE AN INTEREST IN YOUR EMPLOYER’S BUSINESS 


And in his property. Make his interests your own. Be as economical in the use of stationery and 
other materials as if you had to pay for them. Be faithful in little things as well as in more important matters, and 
it will as surely be noticed as it will if you are not. You can do many small acts to show that you are interested in 
your work, which will make your services, if not of more value to your oe employer, recognized by others. It 
pays to do one’s best at all times. 


CONFIDENTIAL CLERK 


No private secretary is more of a confidential clerk than the stenographer. All shorthand and type- 
writing business of his employer should be regarded as strictly confidential. The amanuensis should not communi- 
cate, even to his best friends, information regarding his employer's business. 


WORTH OBSERVING 


If you would be successful,—be active, be careful, be accurate, be earnest, be willing, be honest, be 
patient, be trustworthy, be truthful, be prompt, be cheerful, be diligent, be neat, be honorable, be observing, 
be economical, and you will be prosperous, happy, and well paid. Study the details of your employer’s busi- 
ness and try to help him in every possible way. Be willing to do more than is expected of you; make your services 
indispensable. Be pleasant and agreeable; no one likes to have work done in an unwilling, surly manner. Keep 
things in order around your machine, desk, and office. Instead of endeavoring to see how little you can do and still 
get your salary, study rather to see how much you can do and how well, regardless of salary. A person who earns 
no more than he is paid is not likely to secure advancement. 
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KEEPING THE MACHINE IN ORDER \ 


The experienced operator of a typewriter should possess enough mechanical ingenuity to keep his ma- 
chine in good order and make ordinary repairs himself. One may develop capacity in this direction by making a 
careful study of the mechanism of the machine and endeavoring to repair it when out of order, using care not to 
injure the machine. A machine adjusted for the use of one person and carefully watched and cared for will do 
better work for him than for any one else. The average writer may at least keep the machine always clean and 
bright, which adds much to the quality of its work. Students should not interfere with the mechanical working of 
a machine. If it is out of order, report the matter to your teacher. 


COVERING MACHINES 


When the typewriter is not in use it should be kept covered, as there is always more or less dust in 
the air, which, settling upon the machine, requires that it should be cleaned oftener, and interferes with its action. 


STRAIGHT LINES 


A horizontal straight line may be made by depressing the underscore key or hyphen, and drawing 
the carriage back and forth once or twice without revolving the roller. Parallel horizontal lines may be made in 
this way without turning the roller, by forming lines, one at a time, with the hyphen and underscore. For a per- 
pendicular line, press the / or i and turn the roller with the other hand while holding the key down. Lines made 
in this way will be found very useful in tabular work and fancy typewriting. 


ARITHMETICAL SIGNS 


The plus sign may be denoted by the character & or two hyphens crossed by the letter “l’’ (-1-) ; multi- 
plication sign by the capital letter X; the minus sign by two hyphens (--); the sign of division by two hyphens 
and a colon (-:-); and the sign of equation by two hyphens (= ), one written in the usual position and the other 
slightly raised as explained in Lesson 84. When two characters are required to form the signs, the space-bar 
must be held down while making them. 


PAGING 


All manuscript for publication should be consecutively paged and the leaves may be fastened together 
in proper order. If two or more sheets are used in writing a letter, the second and subsequent ones should be 
paged in connection with the initials of the person or firm addressed, as follows: 2, F. J. S. & Co. When printed 
letter-heads are used in business correspondence, write on plain paper for the second and subsequent sheets. 


PARAGRAPHING 


The operator must use judgment in making paragraphs, as the sense demands. Avoid having too many, 
but when there is a distinct change of subject begin a new paragraph. 


FIGURES 


In writing large sums in figures, a comma should separate the numbers into periods of three figures 
each, and the decimal point (period) should separate dollars from cents. The lower case / is used for the figure 
one, 

When to use figures.—As a rule, numbers are denoted by words instead of figures (as fen, not 10) in 
the body of letters, also other typewriting, except tabular work. In correspondence requiring a free use of numbers, 
sometimes it is preferable to write them in figures. If any are written in figures, all should be, so the work will be 
uniform. Sums of money in the body of notes, drafts, checks, and receipts, should always be written in words. 


READING BY COPY 


When reading by copy, punctuation marks should be read as they occur. Corrections may be some- 
what hastened by abbreviating the marks of punctuation, and calling “com,” “sem,” etc. Also say “paragraph” at 
the beginning of one, and “quote” before and after quotations. 
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SPECIAL DESIGNS. 


A few pages of special designs are here added merely as an indication of the possibilities of the typewriter 
in the production of fancy borders, etc. A careful inspection of each design will show its component parts, and 
the operator who has mastered the one hundred lessons prescribed in this course will have no trouble in repro- 
ducing these designs, should occasion require. 
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Learn to DO by doing. 


PPPPP RRRRRR A CCCG CTT ti ar CCCC EEEE 
tr iy R R AA C Ce hee Taek i? 
:s i R R A.A C T I 
PEEP RRRRR AWA C T I 
. P R R T ui 
P R R A A C C T Ai 

PPP RRR R T fi 


R AAA AAA CCCC fe 2 ili CCCCG EEEE 


XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX 
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX 


XXXXXXXXXXXXXXXXX XXX XXXXX XXXXX XX XX XX - XXXXXXXXXXXXXXXXX 
XXXXXXXX XXXXXXXX X XXXX XXXX X XXX XXXXX XXK XXXXXXXX XAXXXXXIX 
EXXXXXX XXXXXXX XXX X XXX XXXX XXXXXX XXXXXXXXX XXXXXXX 
XXXXXXXX XXXXXXXX XX XX XX X XXX XXXXX XXX XXXXXXXX XXXXXXXX 
XXXXXXXXXXXXXXXXX XXX AX XXXXKX X KX XX XX XXXXXXXXXXXXXXXXX 


XXXXXXXXXXXAXXXXXXXXXXXXXXXXXXXXXKXXKXXXXXXXXXXXXAXXXXXXXXXXXXXXXXXXXXXXXXX 
XXXXXXXXXXXXXXXXXHXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX 


PPEPREP EEEEEEE RRRRRRR FFFFFFF EREREEER CCCCCG Al Ke ls Ks 
Ly Pee R R A E C C T 
AF Pork R R r E C T 
PRPPEPPP EEE RRRRRRR PF EEE C T 

Ls E R R F E C a 

Fe FE R R a: E C 

P EK R R FE EK C C T 

Sy EEEEEEE R R E EEEEEEE CCCCC Zi 


Careful. accurate, faithful PRACTICE is the price of Skill. 


CLEANING 


An ordinary, stiff tooth brush may be used for cleaning types while they are in the basket, or each type 
may be raised separately. Some of the letters and characters most liable to fill may be cleaned still better by picking 
the dirt out with a pin. Benzine should occasionally be used to clean the types and other parts of the machine; 
also to clean the lubricated parts before oiling. Avoid using too much benzine, and wipe off all the surplus before 
oiling. It is well to keep a small piece of chamois skin for wiping certain parts,—especially the back rod, which 


should always be kept scrupulously clean. 


SPACING BETWEEN LINES 


If much work is done with single space between the lines, the work may be made more legible by 
double spacing between the paragraphs. Quotations, etc., may be written with single space when the remainder of 
the matter is double spaced. 
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Write the following form. Observe that the spaces vary between words, and that there is a space made be- 
tween the letters in some cases, to preserve the form. 


A CHILD’S QUESTION. 


ED es 


Mamma, is 

the sky a curtain 
hiding heaven from our 
Sight; are the moon and sun 
but windows, made to give the 
angels light? Are the stars bright 
flashing diamonds, shining from God’s 
hand afar, and the clouds but vales of 
Vapor. dt) 0 -pe= .pedi. from heaven,  floaginge 


. there? If the . sun’s awindow, mamma, 
don’t the. an- : gels through it peep, ere it 
kisses earth at evening;: watching ‘o’er 
: us while we sleep? Is the rainbow just 
a ribbon gird- ling heaven and earth about 

Ore tase rae Ln ea: made of roses, so the angels 

wont Lents Out?-sIs the+singing — imethe 

tree tops songs of praise some angel 
sings, are the snowy flakes of win- 


: ter, f£éatherss falling from 
their wings? Are the dew 
POrops:. Driehtl yo sini ne ee. 
the early morning hours,kiss 
spots, left. by elves -and . 4 
fairies where they slept 
among the flowers? Is 
the lightning rock- 


E g | , ets flying where 3 
=e the Prince of — 
ae Gal otrry : 
- comes — 


rand 
the thun- 
der but the 
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LESSON 70 


Stenographers are often called upon to arrange work for display purposes which require borders of some 
description, and a few specimen borders for this use are given below. 


Write the form given below and hand in one perfect copy. If any of the characters in perpendicular borders 
of the copy are not on the machine you are using, substitute others. The second border on the left is made by 
combining the marks of parenthesis. Of course, sun time, not standard, is understood in this table. 


DIFFERENCE OF TIME 
between 
Washington and other Cities of the World. 


" 12:00 o’clock (noon) ..Washington 

1" Sea ee ee a eM eters NOW LOL 

nN te eee ae ee es eet OS LOM 

tt ge ed Tee peed Reso ch ttl Fe eupsei OL bode 

1" TESS nO Ae 7 aerate fp Aiprn Petan oP nal Ox (AUS fgg 

" alt eee te Me te tere ANTON AZOLE S|) 

tt atc ea nr te lates LLL DOT 

" F, SNP 8A carne NAD) Ads Ped erring buh fa Ro: Fg 

" EE a mete. oe ie ela ie 1) ie 

" FC) Pere? 5 ge a8) oe RIOT OI? 

" Scale. >" c= lbgarbeear er ie pe ehdiar oer ae try aes a Ws 

6 6 

6 
6 


A) 


Se 


a vn nH & 


" eas pw ates we ee OME 

" etter ng 1 tren et utche Utatn ate FTL LT) 

oi Celery pare. MO Meh rege Gigs abate 

" eet Cietatee st sta one hte ae Te eh 

" COA th, Ue Mik sets ets ec CONS tanta nape 

LPP Se) 1 eo 5. kia tele hh « ster LOU LLG 

Reet ae. eee ~ NN  Mssuele eh erin: 
6 


" AOE Te Ae Pag sete --.-Melbourne 
tt Se” yea elelotee PP en eee Grete ela 
" BR Beets ona gee eee. sce, OTL PR TANGS ACO 
! PE eg ee oP ee are OO LOS 
7 


ate ls hts ets ten ee neg ce rete NG Wl 2 CEILS 
Mie Lola OE RR eReE gi grme” 8 ie 9 ss OQ TLCOA RO 

Td eS) psp earners es bod Kisser se hak 
Mee st 8 alate! oo terre tit eae 

. 12: OOmeeee NOON). «bima (Pern) 
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CENTERING TITLES. 


, Titles and other display lines should be centered, except where catch lines drop off from left to right, as 

Special Prices,” and “Every Friday” in the following lesson. Taking 35 for the center of the scale, any 
phrase or expression can be centered by counting the number of letters and spaces it contains and then sub- 
tracting half that number from 35, disregarding fractions. This will give the number on the scale at which 
to begin writing that expression, to leave equal margins on both sides. Very short expressions can often be 
effectively displayed by spacing between the letters, and double spacing between the words. When this is 
desired, subtract the whole number of letters and spaces from 35 to find the starting point. Taste may also be 
exercised in the use of capitals or small letters, and the employment of dashes, colons, and various com- 
posite ornamental designs. Pyramids and inverted pyramids may thus be executed at will. Avoid making 
two consecutive display lines of the same length, and the right disposition of the matter will be readily ac- 
complished. 


LESSON 69 
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WHY PAY 
More Than Our Prices 


FOR JUST THE THINGS YOU NEED? 
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Special Prices Special Prices Special Prices 
Every Friday. Every Friday. Every Friday. 


After practicing the above until you understand the principles involved, write the following so as to dis- 
play the matter tastefully, handing one perfect copy of each to the teacher: 


The Continental Drug Co., Dealers in Fine Perfumes and Fancy 
Toilet Articles. Fresh stock and large assortment constantly on hand. 
“ Prescriptions carefully prepared from the purest drugs. Motto: Quick 
Sales and Small Profits. Try us next time. Manicure sets a specialty. 
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LESSON 68 


ROUGH DRAFT. a 


Managers sometimes have to dictate letters which are more important than usual. Not only is more 
‘thought and care spent upon the composition of such letters as first dictated, but it frequently happens that 
after the letter has been typewritten, new and better ideas will be suggested. The letter as first written is 
made the basis of another which is the outgrowth of this one, with additions and alterations where room for 
improvement is recognized, 

The accompanying cut represents the appearance of such a letter altered by marginal notes, interlinea- 
tions, erasures, etc., so as to become what is called a “Rough Draft” of the finished letter desired. Every 
stenographer should be able to transcribe such rough drafts accurately and with reasonable degree of speed, 
and this lesson should be repeated, if necessary, until an accurate transcript is made. 

Transcribe the following Rough Draft and hand one perfect copy to the teacher 
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Th, Jefferson. - 


The above rough draft properly transcribed is the celebrated letter written by Thomas Jefferson to John 
Adams, on the death of Mrs, Adams, and is regarded as one of the finest models of a letter of condolence-a 
class of letters the most difficult to write, and hence most likely to need such reconstruction as is here indi- 
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LESSON 67 


Write in correct form the following messages, on telegraph blanks or practice paper, as directed by your 
teacher: 


Dees cast toneccu0..frLoUSsvure, 1a. Mueller valves not here yet. 
Please send tracer at once. (signed) The Pattison Supply Co. 
Jenosehinges Ley, ool Chestnut St,, Philadelphia, Pa. No more 
. three-inch bar till’ next month. Last order canceled. American 
Steel and Wire Co. 
lrG. niles, .585 Union Square, New York; N.Y. Come on next 
tresn without fail. Prosecution rested. Reed Bros. & Co. 
Dr. Matthew Jordan, City Hospital, Elfrzabeth, N. Jd. On the way. 
Arrive at nine thirty tonight. Spare no expense. Inez Ingraham. 
Capt. Norman Wallace, City of the Straits, Detroit, Mich. Wait 
form City of Cleveland to arrive. Ten passengers for Mackinac. Dee 
C. Transfer Co. per Grimes. 


Form 1215) 


=="=| WESTERN UNION | > 


Day Letter N 
sata Messies WESTERN UNION Poa 
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site the class of service desired; 
OTHERWISE THE MESSAGE Time Filed 
WILL BE TRANSMITTED ASA 
FULL-RATE TELEGRAM. NEWCOMB CARLTON, PRESIDENT GEORGE W. E. ATKINS, FIRST VICE-PRESIDENT 
Send the following message, subject to the terms 
on back hereof, which are hereby agreed to Fe 8 19 


To_Walter L 
Street and No.___2955 Merry Avenue 


Place———Nemares $a Ja 


s_one barrel cr 
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senpersappness 17 Dell St., New York City Prone numecn Cherry 2300 


SELECTIONS FROM THE A B C CODE. 


4033 Darkness Not so much damage as anticipated 

4407 Dentocher Demand still continues, though not quite so brisk 
4508 Desempeser Full description will be sent as soon as possible 
5684 Exigency No further expenses to be incurred until you hear 


from us 
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TELEGRAMS 


The volume of business done by telegraph is much greater than is generally supposed. No stenographer 
could give satisfaction in a modern business office without being able to take telegrams from dictation, and 
produce accurate copy without the slightest hesitation. The fact that the business is being done by telegraph 
is in itself evidence of both the importance and the urgency of that transaction. 


Regular telegraphic blanks, like the facsimile on the following page, are furnished by the telegraph com- 
panies. Upon being asked to take a “wire’’, insert one of these blanks in your machine instantly, write the 
date, and adjust the paper ready for the name. ) 


No abbreviations and no figures are allowable in the body of a telegram, and no word should ever be 
divided at the end of a line. Spell everything, including numbers, in full. The only exceptions to this rule 
are the abbreviations F. O. B. and C. O. D., each of which is written as a word; thus, fob, cod. 


Some blanks are ruled in spaces, five spaces to each line. When writing a message with pen or pencil, it 
is intended that’ only one word shall be written in each space, and this arrangement of the matter facilitates 
counting. Typewritten words are so easily counted that it is not necessary to separate the words to conform 
to these spaces, yet it is not amiss to do so. Many important telegrams should be promptly followed by a let- 
ter confirming and explaining more at length the transaction involved. 


The rate or tariff on telegrams is fixed on a basis of ten words exclusive of name, address, and signa- 
ture. More than ten words cost extra at about the same rate, but less than ten words will cost the same as ten. 
Cable tariff is so much per word including name, address, and signature, and a word containing more than ten 
letters counts as two words. 


Since in cablegrams the tariff is counted on all words transmitted, each firm having much foreign trade 
invents a code word to represent its name and address in full, and that code word is registered with the cable 
company. Thus, “Atlynski” means “The Atlantic Refining Company, Cleveland, Ohio.” “Tepatebo” means 
“The Practical Text Book Co., Cleveland, Ohio.” As examples of code work, a few sample messages are given 
from the A B C Code. 


CIPHER TELEGRAMS AND CABLE MESSAGES. 


To preserve secrecy, many ingenious “ciphers” have been devised. Even the alphabetic rotation may be 
varied; thus, “Uif Tdippofs Csfxjoh Dp. xjmm dpousjcvuf pof uipvtboe epmmbst up uif dbnqbjho gvoe” looks 
like a senseless assemblage of unpronounceable words; but if we take for each letter the one preceding it in 
the alphabet, the message reads, “The Schooner Brewing Co. will contribute one thousand dollars to the cam- 
paign fund.” 

Cable messages used to cost several dollars per word, and although the rates have been greatly reduced, 
this method of communication is still so expensive that large code books have been prepared and arranged 
alphabetically, in which one word is made to represent a phrase or a whole sentence. Before code books were 
written, some ingenious tricks were played with language. A young man sojourning with his mother in France, 
desiring to inform friends in America when his mother would start for home, worded his message thus, 
“Marseilles Monday.” 

To preserve absolute secrecy, even if the message should wrongfully fall into the hands of one who has 
access to the same code book, a key word composed of ten different letters is agreed upon, and then the num- 
ber of the message is represented by these letters after the fashion of marking goods by letters on price tickets. 


Thus, suppose the word agreed upon is 
: Bons Rie clo T 
=e Oin9.382 7564524052 


with the letters numbered backward. Then suppose the message received reads: § K AM 


We readily translate this into the number 5 6 8 4, and by reference to the code book we find the message 
by number, instead of by word, to be, “No further expenses to be incurred until you hear from us.” 
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A BOND, WITHOUT CONDITION. 


Know all Men by these Presents, That I, GEORGE §S. HUMPHREYS, am 
held and firmly bound unto CHARLES S. REMINGTON in the sum of One 
Thousand Dollars lawful money of the United States of America, to be 
paid to the said Charles S. Remington or his certain attorney, Edward 
S. Meyer or assigns: to which payment well and truly to be made, I 
bind myself, my heirs, executors, and administrators . 


. . . . . . . * . . . . . . . . 


. . . . ° ° . . . . . . . . . . . . . 


In Testimony Whereof, I, George S. Humphreys, have set my hand 
and seal to this instrument, on the fourth day of February in the year 
of our Lord nineteen hundred and 


Executed and Delivered 9.5 9: 99 949us 


in Presence of > Seal ’ 
9939 9.9 39 5 


LEGAL AND OTHER DOCUMENTS 


Legal papers, specifications, etc., are usually folded twice, from the bottom up, to make a convenient 
size for filing, and a few words to describe the contents of the document should be written either with pen or type- 
writer across the left end of the outside, after folding. This is called briefing. 


COVERING AND BINDING 


Such copies may be covered with a heavier sheet of paper (tinted paper is preferable), to keep them 
clean, in which case the inscription should be on the outside of the cover. The cover should be cut from 34 of an 
inch to 11% inches longer than the other sheets and folded over the top. The staples or paper fasteners used for 
binding should then be put through this folded part. If the cover is inscribed on the typewriter, it should be done 
before binding. Red ink ruling under the lines of the inscription will give it a neater appearance. Be careful to 
begin the first line of each page far enough from the top of the sheet to leave sufficient room for binding. 


DabeP 40) 6. -Tel-.0°N 


40413 
Taken on behalf of COMMON PLEAS COURT. 
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In the Case of William G. Smith 
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Edward Raymond (tT toh Rian pola t per ie 
et al. 
Defendant Interrogatories 
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Party, and sue for any damage said Second Party may have sustained 
by reason of the neglect. and failure on the part of the First Party 
to tuitil?<this Contract, 


AND IT IS FURTHER AGREED, that in case said First Party shall 
fail to complete all of said Building according to this contract, 
said Specifications, Drawings, and Plans, or to give full and com- 
plete possession thereof within the time hereinbefore specified, 
then said First Party shall pay to said Second Party the sum of 
Ten Dollars ($10.00) for each and every day the completion and de- 
livery has been delayed, which amount may be deducted by said 
Second Party out of the money due said First Party. 


Said First Party, after the completion of said Building, and 
before the delivery of the same, shall remove all the rubbish from 
the lot, fill up the holes and level the ground, according to the 
direction of the Architect, and shall also completely clean the 
Building from dirt and rubbish. 


IT IS EXPRESSLY AGREED AND UNDERSTOOD BY AND BETWEEN THE 
PARTIES TO THIS CONTRACT, that said First Party SHALL HAVE NO 
CHARGE FOR EXTRA WORK OR MATERIAL, unless a written agreement has 
been signed by both parties, setting forth the nature of such ex- 
tra work and materials, and the price for the same. 


This CONTRACT SHALL NOT BE ASSIGNED by said First Party with- 
out the consent, in writing, of the Second Party. 

If said First Party does not prosecute the work with due dili- 
gence, so that in the judgment of the Architect the whole of the 
work cannot be completed within the time mentioned, the Second 
Party having given-notice to the First Party, and not having received 
sufficient evidence, within three days thereafter, that the 
work will be carried on satisfactorily, may declare this Contract 
null and void, so far as the Second Party is bound by it, and may 
push on the work to completion at the expense and charge of the 
First Party. 


IN CONSIDERATION OF THE PREMISES, the said Grant Sheridan does 
for himself, his heirs and assigns, covenant and agree to and with 
said William Sherman & Son, their heirs, executors and administra- 
tors, well and truly to pay or cause to be paid unto the said 
William Sherman & Son, their heirs, executors, or administrators, 
the full and just sum of Nine Thousand Four Hundred and Sixty Dollars, 
($9,460.00) lawful money of the United States, in manner follow- 
ing, that is to say, at the end of each and every month Eighty 
(80) per cent of the value of the work actually done, to be esti- 
mated by the Architect in charge of said Building, and the balance 
of Twenty (20) per cent shall be paid when the whole work mentioned 
and described in this Contract, said Specifications, Drawings and 
Plans, shall have been completed and delivered to said Second Party, 
and by said Second Party, or by the Architect, accepted, and not be- 
fore. 
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BUILDING CONTRACT 


ARTICLES OF AGREEMENT, made and concluded at Cleveland, this 
Eighth day of May, A. D. 19 , by and between William Sherman & Son 
of Cleveland, Ohio, of the FIRST PART, and Grant Sheridan of Cleve- 
land, Ohio, of the SECOND PART, as follows, to wit: 

The said William Sherman & Son, for the CONSIDERATION herein- 
after mentioned, do for themselves, their heirs, executors, and 
administrators, covenant and agree to and with the said Grant Sher- 
idan, his heirs and assigns, that the said William Sherman & Son, 
shall and will within the period of one hundred fifty days next 
after the date hereof, in a GOOD AND WORKMANLIKE MANNER, and at 
their own proper charge and expense, well and substantially erect, 
build, and finish a certain dwelling on the North side of Parkdale 
Street, in said Cleveland, Ohio, and in such place as said Second 
Party may direct, according to the Specifications, Drawings, and 
Plans made and prepared by Williams & Williams, which Specifica- 
tions, Drawings, and Plans are made a part of the Contract and are 
signed by both parties and marked respectively Exhibits l, 2, 35, 4, 
5, and 6. , 

Said William Sherman & Son, for themselves, their heirs, exec- 
utors and administrators, agree that they will furnish and provide, 
at their own proper charge and expense all the Iron, Stone, Brick, 
Tile, Lime, Timber, and all other material not hereinbefore men- 
tioned, and also all work and labor necessary for the making, 
erecting, building, and finishing of all of said Building. 

All of said material to be of THE VERY BEST QUALITY as ex- 
pressed in said Specifications, Drawings, and Plans; said Second 
Party reserves to himself, his heirs, executors, administrators, 
and assigns, and to the Architect in charge of said Building, the 
right to reject all material of an inferior quality which said 
First Party may attempt to use in erecting, building, and finish- 
ing said Building. 

IT IS FURTHER EXPRESSLY AGREED AND UNDERSTOOD by and between 
the Parties to this Contract, that if, at any time during the pro- 
gress of the work, said Second Party, or the Architect in charge 
of said Building, shall be of the opinion that said First Party 
does not do the work according to, or does not furnish such material 
as provided for by this agreement and said Specifications, 
Drawings, and Plans, said Second Party or the Architect in charge 
of said Building, may give to said First Party NOTICE of his dis- 
satisfaction of the work done or materials furnished, and if said 
First Party, after being so notified, shall not FORTHWITH do the 
work according to this Contract and said Specifications, Drawings, 
and Plans, or if they shall not FORTHWITH furnish such material as 
therein provided for, then and in that case said Second Party, or 
the Architect in charge of said Building, shall have the right TO 
DECLARE THIS CONTRACT AT ONCE NULL AND VOID, so far as the Second 
Party is bound by it, and to bring his action against said First 
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LESSON 64 


STATE OF OHIO ) 
) ss. IN THE COURT OF COMMON PLEAS 
COUNTY OF CUYAHOGA) 


Charles L. S. Jones, 
PLlaintirT, 


) 
) 
VS. ) PETITION 
) 
Henry R. Smith, ) 
) 


Defendant. 


There is due plaintiff from defendant on a certain promissory 
note, together with a warrant of attorney, dated October 20, 1921, 
a copy of which, with all credits and endorsements thereon, is 
hereto attached, marked "Exhibit A" and made part of this petition, 
the sum of one hundred fifty dollars and fifty cents which said 
plaintiff claims with interest at the rate of six per cent per 
annum from the twentieth day of October, 1921. 


WHEREFORE, plaintiff prays judgment against said defendant for 
the said sum of one hundred fifty dollars and fifty cents, with in- 
terest thereon at the rate of six per cent per annum from the twen- 
tieth day of October, 1921 and for costs of suit. 


Plaintiff's Attorney. 


STATE OF OHIO ) 
) ss. AFFIDAVIT 


COUNTY OF CUYAHOGA) 


John Barkwill being duly sworn, says that he is the attorney 
of said plaintiff; that the foregoing petition is founded upon an 
instrument in writing for the payment of money; that said instru- 
ment in writing is in his possession, and that he verily believes 
the statements contained in the foregoing petition are true. 


Sworn to before me by said John Barkwill and by him subscribed 
in my presence, this seventh day of April elon. 
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LESSON 63 


POWER OF ATTORNEY 

KNOW ALL MEN BY THESE PRESENTS: That I, Joseph P. Tucker 
have made, constituted and appointed, and by these presents do 
make, constitute and appoint Lawrence P. Wood my true and lawful 
attorney for me and in my name, place, and stead, giving and grant- 
ing unto said attorney full power and authority to do and perform 
all and every act and thing whatsoever requisite and necessary to 
be done in the premises, as fully, to all intents and purposes as 
I might or could do if personally present, with full power of sub- 
stitution and revocation, hereby ratifying and confirming all that 
said attorney or his substitute shall lawfully do or cause to be 
done by virtue hereof. 

IN WITNESS WHEREOF I hereunto set my hand and seal, at 
Cleveland, Ohio, this Tenth day of July, A. D. 1922. 

Signed and acknowledged ) | | 

in presence of ) 

) (Seal ) 
eat Ss a RN ee yt gs 
ea oe eee 


STATE OF OHIO ) 
) 88. BEFORE ME, a Notary Public in and for 
COUNTY OF CUYAHOGA) said County, personally appeared the above 
named Joseph P. Tucker who acknowledged that he did 
sign and seal the foregoing instrument and that the 
same is his free act and deed. 


IN TESTIMONY WHEREOF I have hereunto set my hand 
and official seal, at Cleveland, Ohio, this Tenth 
day of July, A. D. 1922. 


nee EEUU Ey EESESEEEENSNEE SSSR 


Notary Public. 
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LESSON 62 


PROXY 


KNOW ALL MEN BY THESE PRESENTS: That I, James William Curzon 
of the Village of Andover, County of Ashtabula, and State of Ohio, 
do HEREBY CONSTITUTE AND APPOINT Thomas Hoyt Jackson of the City 
of Cleveland, County of Cuyahoga, and State of Ohio, my true and 
lawful ATTORNEY, for me, and in my name, place, andstead, to VOTE 
at any Stockholders' meeting of The National Manufacturing Company 
for the choice or election of officers on the Seventh day of Sep- 
tember, A. D. 19 , or at any adjourned or special meeting of the 
Stockholders of said The National Manufacturing Company thereafter 
atte the year ensuing, and until this POWER OF ATTORNEY is re- 
voked, on all the Shares of Stock of said The National Manuf actur- 
ing Company on which I should have the right to vote, and in the 
same manner as I should do were I then personally present, with 
full power to substitute an Attorney under him for like purposes. 

IN WITNESS WHEREOF, I have hereunto set my hand and seal, at 


Andover, Ohio, this Ninth day of August, KD Loa. 


Signed, Sealed and Delivered 
in presence of 
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LESSON 61 


BILL OF SALE 


KNOW ALL MEN BY THESE PRESENTS: 


That I, Charles L. Brown, of 


the City of Cleveland, County of Cuyahoga, and State of Ohio, the 
‘Grantor, for the consideration of Four Hundred Seventy-five Dollars 
($475.00) received to my full satisfaction, from Ada G. Green, of 
Cleveland, the Grantee, have bargained, 
these presents do bargain, sell, and convey unto the said Ada G. 
Green, her heirs and assigns, the following described goods, wares, 


merchandise, chattels, and effects, 


Pillow-slips 
Bed-spreads 
Mahogany chiffonier 


4 Straight chairs 
3 Rocking chairs 
1 Brass bed 

1 Mattress 

4 Sheets 

8 

2 

ib 
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sold, and conveyed, and by 


6 By 


Large mahogany table 
Small mahogany table 
Wicker waste-basket 
Iron safe 

Oak flat-top desk 
Oak desk chair 
Upright piano 

Piano bench 


TO HAVE AND TO HOLD the same unto the said grantee, her heirs 
and assigns, to her and their own proper use and behoof forever. 


And I, the said Grantor, do for myself and my heirs, covenant 
and agree to and with the said Grantee, her heirs and assigns, that the 
above bargained goods, wares, merchandise, chattels, and effects 
are free and clear from any encumbrances whatsoever, and that I am 
the true and lawful owner thereof and have good right and lawful 
authority to bargain and sell the same in manner and form as afore- 
said, and that I will and my heirs and assigns shall warrant and 
defend the same against the lawful claims and demands of all per- 


sons whomsoever. 


IN WITNESS WHEREOF I hereunto set my hand at Cleveland this 
Twenty-eighth day of July, A. D. 1922. 
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LESSON 60 


LAST WILL AND TESTAMENT 


I, Clinton Russell, of the City of Chicago, County of Cook, 
and State of Illinois, being about thirty-four years of age and of 
sound and disposing mind and memory, do make, publish and declare 
this my LAST WILL AND TESTAMENT, hereby revoking and annulling any 
and all will or wills by me made heretofore: 

FIRST: My will is that all my just debts and funeral expen- 
ses be paid out of my estate as soon after my decease as shall be 
found convenient. 

SECOND: I give, devise and bequeath to my wife, Elizabeth 
Brown Russell, all of my personal property of whatsoever nature. 

THIRD: I give, devise and bequeath to my son, Edwin Russell, 
our only child, all of the real estate of which I am possessed. 

IN TESTIMONY WHEREOF I have set my hand to this my LAST WILL 
AND TESTAMENT, at Chicago, this twelfth day of January, in the 


year of our Lord one thousand nine hundred and twenty-one. 


a 


ATTESTATION: The foregoing instrument was signed by the said 
Clinton Russell in our presence, and by him published and declared 
as and for his LAST WILL AND TESTAMENT, and at his request and in 
his presence, and in the presence of each other, we hereunto sub- 
seribe our names as attesting witnesses, at Chicago, Illinois, 


this twelfth day of January, A. DeALOSL. 


resides at——— 


resides at 
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LESSON 59 


Fractions.—Fractions may be represented by a hyphen; as, 3-4, 7-8, or by the diagonal mark; as, 1/2, 2/3, 
with or without raising the first figure a little. 


Ask the teacher for paper and write the following form; one perfect copy to be given the teacher. 


No.__16,725 W. H. BRADLEY, S22 SuPERICR ST 
flour and Feed. 
saan 0) gh CTT To ian Bn era ae To ee ds ee 


(Your PLacs.) 


- Sold to__George Re Farner 


we > Ashton, Lilinois.< = 
Terms 24-30 days CC:s«C Sted by i 


Se Bbl. Flour 7 ae ee ee 
re a a ee 
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LESSON 58 


FORM 9 


The Sterling 6Welch Co. 


1225 Euclid Avenue, Cleveland. 
July 7> Lg 


Mr. H. A. Brown, 
Akron, Ohio. 


Dear Mr. Brown: 

We beg to submit herewith our estimate and spe- 
cifications for the new draperies for the Living Room and Sun Room 
in your residence, as selected by you and Mrs. Brown. 


OVER = CURTAINS 


Living Room: 


2 pairs of over-curtains, to hang from the 

tops of the windows to the floor, made of 

the same tone figured silk in old gold cole 
oring, using full width to the side, lined 

with sateen, held back with bands of the 

same material, made and hung complete with 
necessary hardware, for---*+---777° $22.50 


Sun Room: 


a SS 


5 pairs of over curtains of striped sun- 

fast taffeta, full width to a side, made 

and hung with necessary hardware and with 
traverse cords and tassels, for - - - - - $45.00 


We trust we may ve favored with your esteemed 
order for the above drapery work, which, if awarded to us, will 
have our best attention. 


Respectfully submitted, 
THE STERLING & WELCH CO. 


PER 


‘Address reply to the Company 
not toIndividuals and 
Refer to these Initials 
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Ghe Halle Rros. Go. | 


EUCLID AVENUE 


(jleneland, 


JANUARY 
TENTH 
fers 


Mr. P. Glasbeck, 
Cleveland, O. 


Dear Mr. Glasbeck: 


When a man wears Evening Clothes--the 
comfortable feeling of absolute correctness 
in every detail of his appearance adds much to 
his sense of assurance, and allows him freedom 
from every conscious thought of self. 

€ 

Keenly alert to the requirements of the 
man who is discriminating in his dress, The 
Halle Bros. Co. nas paid particular attention 
to the assembling of correct attire for the 
formal and semi-formal occasions in connection 
with the Automobile Show. 


Evening Clothes Hats Linen 

Tuxedoes Shoes Jewelry 
Overcoats Muffiers Hosiery 
Waistcoats Canes Cravats 


The Specialty Shops of the Halle Bros. 
Co. are so conveniently located that one may 
assemble a complete outfit in a brief shopping 
trip. 


Respectfully yours, 


THE HALLE BROS. CO. 


SAW: HGW 
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FORM 7 


HENRY T. LOOMIS, PRESIDENT. LOOMIS BUILDING 
LEROY H.LOOMIS, TREASURER. EUCLID AVENUE 
HAROLD C.LOOMIS, SECRETARY. EIGHTEENTH ST, 


CLEVELAND, OHIO 


May 27, 19 


The Central Printing Company, 
237 Superior Avenue, 
Cleveland, Ohio. 


Gentlemen: 


This is to confirm the order given to you by 
telephone this morning for printing the fol- 
lowing books: 


10,000 Plain English 
20,000 Letter Writing Lessons. 


The Plain English are to be printed on the 80-1b. 
M. F. stock like sample #2 which you sent us 
and the Letter Writing Lessons are to be on 
60-1b. stock of the same make as sample #2. 


As explained to you over the phone we are urgently 
in need of the Plain English and wish to have 
you print these at once, advising us as to the 
earliest date that we may expect to have them 
sent to the bindery. There is no immediate 
hurry for the Lessons but we would, of course, 
like to have them completed within two months. 


It is understood.that the above order is at the 
prices quoted in your letter of May 24th. 


Sincerely yours, 
THE PRACTICAL TEXT BOOK COMPANY 
By 
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FORM 6 


THE OHIO MUTUAL SAVINGS & LOAN Co. 


39 PUBLIC SQUARE, 
AMERICAN TRUST BLDG. 


H.C.ELLISON. Presivent CLEVELAND,O 
C.F DIXON, Secretary Feb. 28 
F M ROWE. Asst. SECRETARY ede ’ 19 


M.B.&H H.JOHNSON, AttorRNEYS 


Mr. James H. Stoddard,» 

Bethlehem, Pa. 
Dear Sir: 

We regret very much to again have to 
call your attention to the matter of over- 
due interest on your mortgage. Unless we 
have something substantial from you within 
ten days from date, we shall be compelled 
to refer you to our attorneys, who will 
push the collection for us. 

Trusting we shall have your reply by 
return mail, we remain 


Yours respectfully, 


THE OHIO MUTUAL SAVINGS & LOAN CO, 


Secretary. 
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GEO.N. COMFORT PrESTS*SEAS t.F. FOSTER, Secr 


THE GEORGE N. COMFORT LUMBER CO. 


WHOLESALE 


LUMBER 


ROCKEFELLER BLDG 


CLEVELAND 


SulVen eS 


Hammond Lumber Co., 

Columbus, Ohio. 
Gentlemen: 

The writer has just returned from 
North Carolina, and is in receipt of your 
telegram of the 6th instant and letter of 
the 9th instant, giving prices on yellow 
pine. We have made our estimate on this 
lumber, vut cannot yet tell whether or 
not we shall receive the order. You have. 
been very kind in naming us prices and 
answering our numerous inquiries, and we 
sincerely trust that we shall be able to 
give you an order for something. 

Yours truly, 


THE GEORGE N. COMFORT LUMBER CO. 


GNC -NC Prest. & Treas. 
sy 
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LESSON 53 
FORM 4 


EItGntHFLoor SHOTTER 


A.H. 
COLUMBIA BUILDING, K.E.FAERBER 
©.C. BRAUN 


PROSPECT AVE.&E2°ST 


INSURANCE 


Gy Yj 
CPPS Lt, 


Feb. 19, 19 


Frank H. Jenkins, Esq., 
Dayton, Ohio. 


Dear Sir: 

We beg to remind you that we shall ex- 
pect a prompt settlement. of your accounts 
on the first of next month. 

All over-due premiums must be reported 
or the receipts returned for cancellation, 
and any new policies that have not yet been 
paid for must also be returned. 

Please give this your careful attention. 

Yours very truly, 


SHOTTER, FAERSER & CO., 


HRS-OBP President. 
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LESSON 52 


FORM 3 


THE OSTER MANUFACTURING COMPANY. 


LIEBER'S CODE CLEVELAND. O. U.S.A. 
JULYaS Lo 


ADDRESS ALL COMMUNICATIONS TO THE COMPANY, 


Mr. Charles Y. Kay, 
Buffalo, N. Y. 


Dear Sir: 


We have for sale one. or two car- 
loads of scrap wrought iron, con- 
sisting of large flat bars, 6" x 
14" x 24' long. In the lot may 
be four or five tons of boiler 
plate, cut in sheets 3/16 of an 
inch in thickness. 


If you are in the market for the 
above, we will sell it to you for 
$35.00 per gross ton, delivered 
at Buffalo, N. Y., terms, three- 
fourths sight draft, offered sub- 
ject to prior sale. 

Hoping to hear from you, we are 
Yours very truly, 


The Oster Manufacturing Company. 


Secretary-Treasurer. 


So 
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LESSON 51 


FORM 2 


GRAY IRON CASTINGS, SPECIAL MACHINERY. 
WOOD AND METAL PATTERNS, STRUCTURAL STEEL. 


eS SSeS SS Ss SSS’ 


TUL yscOseLo 


The Eureka Smelting Co., 
Chester, Pa. 


Gentlemen: 


Referring to your inquiry of the 23d instant, we 
beg to quote you on the shafts inquired for as follows: 


Shaft "B" print No. 2347, of iron, finished 
and keyseated, 63¢ per 1b. 


This woulda be on the finished and keyseated weight. If 
you would then wish us to bore the center tapered hole,, 
our charge would be $25.00 extra for that work. 


The tapered steel shaft, on the same spring, we 
will furnish at 5g per lb., rough turned, and 53% per 
lb., finished turned. These prices are f.o.b. cars, 
Philadelphia, cash sixty days. We could furnish the 
steel shaft in a few days from receipt of order, but 
of course it would require at least three weeks to 
complete the large one. 


Soliciting your order, which shall have our dest 
attention, we are 


Very truly yours, 


EGM-P 


a A 
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‘ | CARBON COPIES 


32.—Why to make them.—In business it is many times desirable to have two or more copies of type- 
writer work, and more than one copy is often required of legal work. If it is copy for publication, and the original 
is lost or not returned by the publisher, the author will thus have a duplicate copy. Some business firms preserve 
copies of their correspondence by having a carbon copy made of each letter and fastening it to and filing it with 
the letter to which it is an answer. When several copies, all alike, are needed, it is only necessary to read one for 
correction, if the others are carbon copies. : 


33.—_How made.—Carbon copies are made as follows: on a thin sheet of white paper, place a sheet of 
semi-carbon paper, the carbonized side up; on this another sheet of white paper, then a carbon sheet as before, 
and arrange all the sheets in the same manner. The first and last sheets should be white paper. The use of heavy 
paper with one end folded down a little, to slide the sheets of thin paper in, will facilitate the arrangement of the 
paper. The paper may be lifted on this heavy sheet when put in the machine, to keep pages even and prevent dis- 
placing or wrinkling. Place the sheets one directly over another and put them in the machine carefully, with the 
copying side of the carbon paper uppermost, and, to keep the paper smooth, allow the roller to draw them into 
position. Very thin paper must be used if many copies are required. Several sheets of paper in the machine at one 
time may enlarge the diameter of the roller enough to cause part of the type to strike out of line. If so, raise the 
front carriage wheels by pasting strips of paper or stretching a rubber band over the track on which they run. In 
making very few copies with fresh carbon, strike lightly, and heavier for many copies or with worn carbon. 


Mistakes should be avoided in manifolding, as it is very difficult to erase on thin paper. It is best to 
rewrite the whole page if a mistake is made. 


Fall carbon.—For a large number of copies, carbon paper making two impressions and very thin white 
paper should be used. Place a carbon sheet between each two sheets of white paper, having two sheets of 
writing paper towards the ribbon and one next to the roller. 


Hints.—Use only the best carbon paper. Buy only about the number of sheets needed. Keep it in 
a tight tin box the carbon sides together, and the sheets flat, never allowing them to crease. Carbon paper may be 
freshened by placing in newspaper, the whole between sheets of wet blotting paper, and keeping it in a letter-press 
a few hours. 


All important business letters should be filed for reference. There is such a variety of indexed files 
in use that instruction as to the details of filing cannot well be given here. The operator will need to conform 
to the methods in use where he is employed, unless he can suggest and secure the adoption of a better system. 


In Lessons 51 to 58, inclusive, are given model letters. The student should write at least one perfect 
copy of edch form, making carbon copies, in accordance with instructions for making carbon copies given on 
the preceding page. 


The tabulating keys should be used, the proper setting for each letter being determined by the student, 
in accordance with the models shown. 


Form 3 is known as the Block Style of letter; forms 5 and 6 show double spaced style for short letters 
on full-sized letter-heads; form 7 shows the Extended Paragraph Style which is effective for a change; and 
forms 8 and 9 are advertising and quotation letters, respectively, which stenographers are frequently called on 
to arrange. 
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LESSON 50 


Form 1 


Cleveland, Ohio, 
August 15, 19 


Root & MoBride Coe, 
1250 We oth Ste, 
OIeveland, Ohio. 


Gentlemen: 

Please allow the bearer, Mr. John Ce Brown, credit 
for any goods he may wish, to an amount not exceeding 
$1500.00, on four months’ time, and we will be respon= 
Sible to you for tne prompt payment of the bill. 

should he make any purchases from you on account 
of this letter, please notify us of te amount, and in 
case of failure in payment of acooOunt when due, let us 
know imnediatelye 

Yours very truly, 


THE SMITH & BROWN COMPANY 


Viee President. 


ps See 


ee 


a One 


‘£TNIY samnoz 


*‘moy} FO osodstp nok dtey o7 ueo 

I yeuM OP TITM *souo MoU SuryeMm FO pro}sut 
sanok osn [TIM *yons OZ sazopzxro Aue oR [ GT 
‘zo $uvo [ JI wey} osn 0 AIT TTTA pue ‘paATod 
-or ysnC zoqyeT anof ut razor nok YOotyM 04 
seauvo ,syynok pue ,sfoq oy}. FO uoTYdTIOSEp 
pue sozts oy} FO pxzooed © aAeY [--:ATg 1e9q 


6BL ‘Tt *Suy Soryo ‘pueleaeTto 


‘ATnIy LTSA BaINOZ 


*oTqtssod se UOOS JSXATTEP 9seoTd 

*oengoTeyzeo anof ut ..f,, uszoqjyed oT 449 A'S 
9OTIg °I0770T snotasid Am rzod se ‘Sucmsuty 
pue TeAopuy 3e Sesnoy-sutTSus oy}. TOF poatnborz 
ss0i1jf jJO requmu 9yy TOF uotzytsodord anof 4ds9o 
-oe J *‘paeg -aeW FO sanok Sutromsuy--:atg rzv9q 


oie Peli Olu a. ed easy 


‘sgouaquas UsaMjoq sdeds auo pur ‘souly sy} UsdMjJoq ddeds s[SuUIS 
YIM SUN ‘UT, aweS dy} UO J SuIMOT]O} J9}}9] 24} Jo Apoq ey} pur ‘aay je uldsaq AvUI UONeNTVs ay} ‘aovds aavs 
0} Ayessadau J] “UOI}LINTeS oY} YIM ULSoq ‘a}ep dy} pUe SSoIppe UMO INOA SBUIAIS JO}JY ‘pled ay} JO IdeF 9y} UO 
[JNJ Ul UsAIs st yt sv ‘Su ore NOA WoYM 0} UOSIad dy} JO Ssaippe IY} yuo ‘[eysod ve SuNliMm uy ‘ased ayy Jo apts 
Jaya UO Pailsop UISIeUT JO YIPIM cy} js 0} JOsUII-[eq pue dojs [eULsivUI dy} Jas ‘atUT] BuO Jv dUOpP aq O} SI sauT] 
j1oys Jo BuIA yon J] “soppoy sdoyaaua ay} Aq arvyid ur pay eq 0} aSspa JYSII dy} SUIMOTTL ‘19][O1 JY} JO pula io] 9Y} Je 
pueq oy} Jopun Jaded 10 pied 94} aorjd :sMoyjoy se ouop oq Ae saded Mosivu pur spivo [ejsod uo Suri, 


WAdVd MONUVN ANV SAaUV) “IVLSOd 


8h NOSSH'I 


—= — a — =- _. ES ae 


Business Correspondence. 
A complete letter should comprise six divisions; viz.: 
1. Date 
2. Name and Address 
5. Salutation 
4. Body of Letter 
5. Complimentary Closing 
6. Signature 


The inside left margin stop for a medium length letter is usually 
set at 10; the right at 65. The line should end about two spaces after 
the bell rings, or about 60; the space between 10 and 60 constituting 
the length of the writing line. The paper should be set about one 
space beyond the left edge of the cylinder. 


The date generally starts about 40 on the scale. 

The name starts even with the left margin. 

The address should be indented 5 spaces, and will start at 15; the City 
and State at 20. 

The salutation comes back even with the left margin, and paragraphs are 
indented 5 spaces, and will begin at 15 on the scale. 


If the complimentary closing is started at 30 on the scale, by indent- 
ing 5 spaces there will be room for the name of most companies within ~ 
the space from 35 to the end of the line, so the name of the company 
will begin at 55. 


In the above instructions each indented line on the letter begins 
at one of five different points on the scale; namely, 15, 20, 30, 35, 
or 40. 


In writing a business letter according to this setting the Self- 
Starter or tabulator keys would be used as follows: 


DAG sists 0 elviaizicle s olvie c'v selves e100. O 
Name of person or firm.......At margin 
SURO OUmaCd TOS Selelaie e crclece olwicle ess. KO VatL 
CLUE ODOM SUE UGsicis sisisie's co 6. dicie oKCV ne 
Pieeaa Ol) ale otelciatcisteie sieie'e.aieie scot to Mar gin) 
Bet PT os erolglets cistuie sie aiele' cic ek OV; 

Always double space between paragraphs. 
Complimentary closing........Key 
Signature of firm name.......Key 
Title of person signing......Key 
First line of envelope.......Key 
Second line of envelope......Key 
Third line of envelope......-Key 
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